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What do your employees think of your office ? 


600D metal business 
furniture is @ 
GOOD investment 


©GF Co. 1952 


RE YOUR EMPLOYEES HAPPY with 
A their equipment and office sur- 
roundings ? 

If they are happy it will be re- 
flected in how they handle customers 
or clients —in person, by mail, on the 
telephone. A happy. healthy office 
employee is seldom absent from work 
and is always more productive than 
one whose morale is poor. 

As every employer knows, good 
office help isn’t easy to get —and sal- 
ary is not the only factor. Frequently 
a prospective employee chooses the 
office that is better equipped and more 
attractively decorated, ahead of the 
job that pays more. Pleasant offices, 
equipped with GF modern metal 
furniture, usually land the “cream 
of the crop” of available new help. 
Less modern offices take what's left. 


In a ten-year period any business, 








1902 


large or small, invests a minimum of 
$30,000 per employee in salary, floor 
space and general overhead. That is 
fixed expense. For from 1% to 2% of 
that fixed expense per employee you 
can furnish your office with the finest 
equipment the market affords. 


Modern GF metal furniture such 
as Super-Filer —the mechanized file, 
Goodform adjustable chairs, and GF 
desks, fitted to the job, are a good 
investment. They increase employee 
productivity and improve health and 
morale. By increasing the return on 
your fixed expense per employee, GF 
metal furniture pays for itself in a 
short time and provides handsome 
dividends thereafter. 

Get the facts as applied to your 
office. Call your local GF distributor 
or write The General Fireproofing Co., 
Dept. M-10, Youngstown 1, Ohio. 
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FIFTY YEARS OF PROGRESS 





GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS - GOODFORM ALUMINUM CHAIRS «+ METAL FILING EQUIPMENT + GF STEEL SHELVING 
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(Circle 525 for more information) 





Just one salted peanut... 


We have planned Management METHODS to 
be a sort of “smorgasbord” of ideas for busy 
management men, 

With that in mind, we think it unwise and 
unnecessary to go into great detail about the 
fresh new ideas we try to report each month in 
our pages. Instead, we try to give you a “taste” 
of many different things rather than a full course 
meal on each. 

So, when you do see something that looks 
like a good idea for your business, we suggest 
that you take one, or both, of these two easy-to- 
do steps: 

I. Use the handy Reader Reply Card (postage 
paid), bound into every issue of METHODs, fo1 
more information. 

2. Phone your local specialist in business equip- 
ment and ask him to show you the tools that 
can convert METHODs’ ideas into money-savings 
systems. 

In these days of high cost, high taxes, and 
clerical shortages—all adding to your heavy load 
of management problems—you need helpful in- 
formation on: Ways to improve management 
efhciency—Methods to increase clerical produc: 
tivity — Knowledge of time producing equip- 
ment. If you value your time and your com 
pany’s money, if you want to increase your own 


and your employee productivity—here’s help! 





WANT TO ORDER METHODS Magazine 
FOR OTHER MEN IN YOUR COMPANY? 
USE THE POSTPAID REPLY CARD BOUND 
IN THIS ISSUE. 
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Bracelets that cost the boss plenty 





How she got free 








instead of 9 systems...9 writings 








Every Business Operation Typewriter Forms Register Forms 





She wasn’t really handcuffed, but it sure 
felt like it—the poor system that kept 
efficiency low and cost high! Record- 
keeping was disorganized, information 
was lost, there couldn’t be any teamwork. 


Then a Moore man was invited in. 
He looked at 9 separate forms that were 
causing confusion. In their place he 
designed a 3-part Manifold Book. It is 
used by 26 people for a dozen purposes 


MOORE 


—a simple pencil check says which. 
One copy goes to Personnel and Pay- 
roll; one to Telephone Operator and 
Gate Office; a third is held. It saves 8 
writings and about $1500 a year. 


Can you use improvements like this? 
Let a Moore man show you the widest 
range of forms available anywhere. 
He knows how to design the right busi- 
ness form for every form of business. 


BUSINESS FORMS, INC. 


Niagara Falls, N. Y. 0 Denton, Tex. © Emeryville, Calif. 0 Over 390 offices and factories across U.S. and Canada 


Sales Books for Continuous Interleaved Continuous 


(Circle 513 for more information) 





Registers 





yd 
i € 
= 2 = 
Fanfold Billing Speedisets fer Fast Marginal Punched 


Machine Forms Carbon Extraction Business Machine Forms 
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be the one 


“to blame”... 


‘ we ) 4 § if fire destroyed the records 
a. fa your firm needs to stay in 
“ x’ business? 


Think about it—personally! As _treas- 
urer. As purchasing agent. As an individual 
in any executive position. 

Wouldn’t you be expected to insist that 
your firm’s accounts receivable and other 
business records be kept where they were 
safe against loss by fire? 

Are they? Or are you taking the risk that 
puts 43 out of 100 firms out of business 
when fire destroys their records? 


Are you entrusting them to a safe without 
the Chader risen’ Laboratories, Inc. 

label—a safe that simply acts as an 
incinerator when temperatures get 
above 350°F? Are you counting on 


a fireproof building for protection—when 
all it does is wall-in and intensify a fire 
that starts inside an office? 

Have you read the clause in your insurance 
policy that says: “Proof-of-loss must be 
rendered within 60 days”? 

After a fire is too late. Better find out, 
today, how little it costs to protect your 
records—and your business future—with 
a modern Mosler ‘‘A” Label Record Safe. 
It’s the world’s best protection. 


IF IT'S MOSLER ... IT’S SAFE 


Mosler Sate“ 


World's Largest Builders of Safes and Bank Vaults 


Consult classified telephone directory for name of the Mosler dealer in your city, or mail the coupon now for free informative material. 
The Mosler Safe Company e Dep't MM-10 Hamilton, Ohio 
Please send me (check one or both): 


© Free Mosler Fire “‘DANGERater,” which will indicate my fire risk in 30 
seconds. 


©) Iustrated catalog, describing the new series of Mosler Record Safes. 





Name 





Get your FREE Mosler ‘‘FIRE iii 

DANGERater” right away. Ends Position 

guessing. Dials your exact fire risk Firm Name. 

easily, quickly. Indicates proper Addr 

protection for your records. Mail 

coupon for yours, now! City. Zone. State, 
(Circle 534 for more information) 




















ro ASSIST YOU in obtaining a maximum re 


turn on your present investment in busti- 
ness equipment, METHODS regularly makes 
this space available to manufacturers to 
report little known or new information 
about their products. 

For more information, the pertinent 
manufacturer or his local agent should 
be contacted. 


Product: 
Burroughs calculator 


Application: 
Short cut computation 
of overtime earnings 


In figuring overtime earnings where 
wage incentives are involved, here's a 
unique short cut to be used in connection 
with the Burroughs Calculator. 

This method eliminates the necessity 
of finding the average hourly rate. ‘There 
is no dividing, and overtime earnings are 
calculated by one simple multiplication. 

Key to this short cut method is an Over- 
time Earnings Table. 

Take a typical example of an employee 
with piece work earnings of $97.35 for 48 
hours work. Ordinarily, in order to figure 
overtime earnings at time-and-a-half over 
40 hours, it is necessary to first find the 
average hourly rate. In this example, it 
means dividing the earnings ($97.35) by 
48. Then a second step of multiplying the 
average hourly rate by half of the over- 
time hours is required to arrive at the 
overtime earnings. 

By referring to the Overtime Earnings 
Table, the factor (.08333) is obtained. The 
factor is then multiplied by the earnings 
($97.35), and the overtime earnings 
($8.11) are instantly shown on the calcu- 
lator. While the chart is a Burroughs ex- 
clusive, it could be adapted to some other 
calculating machines. 


Product: 
Shaw-Walker card files 


Application: 
Speeding work on card records 


Most of the cost of any card file is 
office time. Anything that will speed 
up filing, finding, or posting. will pay 
for itself rapidly. 

With this in mind, Shaw-Walker has 
designed and patented a “Wobble Block” 
which cuts operating time to a minimum. 
Called Wobble Block Visible, it is a series 
of automatic tilting metal plates (see 
cut) placed at intervals throughout the 
card file drawer. They are so designed 
that when you flip forward the card pre 
ceding the one in which you are in 
terested, the card in front slants forward, 





and those behind slant backward. All 
facts on the card at which you are look- 
ing are 100°% visible. 

Tests show that finding is 50°% faster. 
Posting speed is estimated to be 40% 
faster. The record is removed, posted on 
flat surface and dropped back into the 
pocket-like opening without lost motion. 


Product: 
Remington Rand printing 
calculator 


Application: 
Retail store short-cuts 


Retail stores have found that sales 
audits, mark-ups, extensions and dozens of 
other jobs go faster with the Printing Cal- 
culator when you know its inherent short- 
cut features. 

The process of finding selling prices or 
percent of markup, for example, is greatly 
simplified and each computation is printed 
on the tape so checking is automatic. When 


methods 











cost and markup are known, finding the 
selling price is handled this way: If the cost 
is $4.75 and the markup 459%, the cost is 
set into the machine as a plus factor. It is 
then divided by the complement of the 
markup, 55%, and the selling price is shown 
on the left margin of the tape (see cut). 
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Product: 
3 5 # Globe-W ernicke desks 
Application: 





When cost and selling price are known, Visible record desk slide 
you can find the percentage of markup by For the busy executive in need of facts 
setting the cost, let’s say $9.65 into the to implement his daily decisions, speed is 
machine as a minus factor, then the selling important. Bringing these facts within 
price as a plus factor (i.e.: $14.95) and reach of his hand saves time, long distance 
pushing the divide key. As shown on the telephone tolls, and interruptions. 
left margin of the tape the markup is Little known to the executive is the 
35% (see cut). patented desk arm slide equipped with a 


visible record tray. It can be used for a 





multitude of applications—prices, inven- 
tory, traffic information, sales control. Nor 
does he lose his handy conventional desk 


% 
965 = 

4495 

3 “94956 
5 1495 
675 











In addition, retail stores have found the 
machine invaluable in simplifying inven- 
tory figurework, computing markdowns and 
markups as well as the applications de- 
scribed above. 





Product: 
Bates H-30 stapler | 
aoa ‘ slide. A steel cover is part of the unit. By 
pplication: twisting the knob latch, only the visible 


Stapling up to 
100 sheets at a time 


tray comes out. When a writing surface is 
needed, the slide is merely withdrawn with- 
out unlatching the visible section. 

If you now use the Bates heavy-duty 7 
Stapler, you may be interested in a new 
device, just announced, called a power 
arm. ‘This attachment is easily affixed to 
the H-30 to provide very powerful lever- 
age which actually enables an operator 
to staple up to 100 sheets of ordinary 
paper with the pressure of one _ finger. 
The number of sheets that can be han- 
dled will naturally be controlled by their 
thickness. The power arm will staple 
to a maximum of 4 inch capacity. 


Product: 

Labelon tape 

Application: 

Labeling items 

with variable information 

Regular “write-on-it” Labelon tape is 
fairly well known. Dispensed like ordi- 
nary Scotch tape, it can be written on 
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ILLUSTRATED REPORT 





JONES & LAUGHLIN 


STEEL CORPORATION Estimates 
$250,000 Annual Savings Using 


XEROX-Multigraph Methods For 
Duplicating Hundreds of Office Forms 


Faced with today’s higher oper- 
ating costs and increasing taxes, 
management welcomes new 
ways to cut costs. 

A survey at Jones & Laughlin 
revealed that by adopting 
XeroX-Multigraph duplicating 
methods they would save ap- 
proximately $250,000 annually 
through a new Decentralized 
Form Duplicating Program. 

The new, dry, revolutionary, 
direct positive xerography proc- 
ess using XeroX copying equip- 
ment, prepares offset paper 





THE HALOID COMPANY 


52-181 HALOID ST., ROCHESTER 3, N. Y. 
BRANCH OFFICES IN PRINCIPAL CITIES 
Rectigraph and Foto-Flo Photo-Copying Machines * Photocopy 
Papers and Chemicals * Photographic Papers * Negative 
Materials for the Graphic Arts * XeroX Products for xerography. 


masters in a matter of minutes 
for run off on Multigraph Dupli- 
cators. This enables Jones & 
Laughlin to duplicate their hun- 
dreds of different forms easier, 
faster und cheaper than before. 

The same principles of the 
plan used by Jones and Laughlin 
may be applied to many types of 
business, large and small. _, 

Send today for your copy of 
this detailed report. Learn how 
your company can cut duplicat- 
ing costs. 








(Circle 517 for more information) 





This is the 
"WALK AROUND” TABLE METHOD 


This is the 
STACKED BIN METHOD 





HOW MUCH DOES IT COST ? 


alo Muli eloM cel Ee teolib a ulelo mel slot Mill Maerime) Melel lille 
ing papers? On this page you will find four different 


ways to collate papers—at least one 


method is 


typical of almost every office. If your method is any- 


thing other than the one illustrated in the lower right 


hand corner, your company is spending hundreds of 


dollars needlessly every year—to say nothing of the 


annoyance, wasted time, and mad scramble to meet 


last-minute deadlines. If. you are interested in verified 
dollar savings of from 40% to 70%, and over 500% 


increase in efficiency, just return the coupon below 


for full obligation-free 





VW Ay 


This is the 
GATHERING TRAY METHOD 
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This is the 
THOMAS MECHANICAL METHOD— 
fast, convenient, efficient.and accu- 


savings of 40% to 70%. 
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FREE —teorn how to 
save up to 70% on even 
the smallest job. Check 
coupon for free collating 
analysis sheet. Permits easy 
analysis of your paper 
gathering costs. 





Portable Table Model does 
the work of four girls. 
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THOMAS 


30 Church Street, Dept. D 


New York 


Please send me folder series No. 104 on: 


[_] Portable Table Model 
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SPECIALISTS IN PAPER GATHERING 
83 SALES AND SERVICE OFFICES 
FROM COAST TO COAST 
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COLLATORS 


7, New York 


{_] Floor Model [_] Analysis Sheet 
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VISIT OUR DISPLAY AT THE NATIONAL BUSINESS SHOW (Booth 326 and 361) 


(Circle 530 for more information) 





with any pencil or styllus to provide a 
waterproof and unerasable label. 
The 


quent requests for a tape to handle longe! 


manufacturers are receiving fre 


“write-ins’” of a standard nature. For 
this, the company’s “combination” tape 
is recommended since it carries a printed 
message with provisions for variable write- 


ins. (See cut.) 





CONT 


The Michigan Consolidated Gas Com 


pany, a large Midwest utility, uses 


a 54 


inch combination tape with their name 


upon it. They write in the date of an 
installation on this tape and attach it to 
any electrical appliance they _ instail. 
Eraser-proof, it cannot be changed with 
More- 


over, it is unaffected by dirt, grease, water, 


out being immediately evident. 


or acids. 


Product: 

Ditto direct process duplicator 

Application: 
Cleaner corrections 
on direct process masters 

No matter how much care is taken in 
writing, typing or drawing direct proc- 
errors are apt to crop up. 
may be corrected easily on the 
master by following these 


ess masters, 
‘These 
original sim- 
ple suggestions: 

Correcting 
with 


Isolate 
character shield to avoid 
smearing surrounding copy. — Erase care- 
fully with ordinary pencil eraser. First 
a smudge will appear; keep erasing until 
smudge, too, disappears. 

Smudge be prevented by using 
a sharp penknife or razor blade to re- 
move excess dye, then finish correction 
with soft eraser. In either case, be care- 
ful not to damage surface of the master. 

Tear off corner of your carbon paper 
and place over error. ‘Type correction 
by striking character two or three times 
to insure brightness. 


single characters: 


eraser 


may 


Correcting words: Type corrected word 
or words either on margin of master or 
on a separate master. Cut out error 
in original master with a sharp penknife 
or razor blade. Cut out correction just 


typed. Slip correction into position and 
fix firmly on top of master with Scotch 
tape. 

Use of blockout fluid: When a line 


or character appears that you do _ not 


want, it may be corrected easily with 


Ditto blockout fluid. Dip small water- 
color brush in fluid. Brush fluid over 
part to be blocked out. 


Product: 
Monroe adding machine 
Application: 
How to increase operator speed 
After 
on hundreds of thousands of figure com- 


years of study and experiment 
binations used in everyday business, Mon- 
roe Calculating Machine Company claim 
they have developed and perfected a new 
“Rhythm-Add” for in- 


production as 


technique called 


creasing figure much as 
160°%. 
they claim that not once did Rhythm-Add 
fail to improve an operator’s adding pro- 


Tested in all types of businesses, 


duction. Moreover, this system develops 
One commentator 
on education has called Rhythm-Add “the 


ereatest single contribution to office skills 


accuracy. well-known 


since the introduction of touch typing.” 

In its simplest terms, Rhythm-Add is a 
system that substitutes good operating hab- 
its for bad ones. It eliminates time-wast- 
ing motions, “punch and plod” operation, 
teaches operators to depress keys and op- 
erating bar in a smooth glide. It also 


develops operator's — self-confidence — by 


creating a new kind of figure conscious- 
ness. Operators quickly learn to recog- 
nize certain figure patterns and place them 
on the machine rapidly and almost simul- 
taneously. 

Monroe is ready and willing to train 
your operators in the Rhythm-Add method, 
without cost or obligation, in your own 
ofhce. ‘They have prepared a 32-page book- 
let on the subject which is available to 
METHODS’ readers. 





CLASSIFIED 





SALES MANAGER 


With successful background of selling business 
forms and ability to train others. Unusual oppor- 
tunity with old established New York manufac- 
turer selling nationally. Liberal salary and bonus, 
Send complete resume with past earnings. The 
C.E. Sheppard Company, Long Island City I, N. Y. 





Do you know of a better method 
that has increased productivity 


or saved money for your firm? 


It May Be Worth 
$25.00 


See Page 41 
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FASTER, 

MORE FLEXIBLE 

LIST HANDLING 

WITH INITIAL = 
SAVINGS , 
UP TO $52 | 
PER 1000 MASTERS 


ON THE 
Serintomatic 
ADDRESSING MACHINE 








@ Create masters with standard office equipment on punch cards, 


continuous form, keysort or other type of business record cards 


You can offset the rise in postal rates, labor costs 
and increased work loads with the revolutionary new 
Scriptomatic addressing or record duplicating system. 
Inexpensive card stock is used. The introduction of cards 
as masters, Opens up a completely new approach for 
methods men. 


How Masters are Made... 


In many cases already existing record cards are made 
to serve double duty as Scriptomatic masters. Scriptomatic 
prints chemically and masters are created by ordinary 
typing. A card may carry up to 4’’ of data for transfer. 
Masters hold up to 250 or more impressions; last 
indefinitely in storage. Up to 10,000 master cards can 
be stored in a single standard filing drawer. 


ae ee ee ee 
for Individual Hand Addressing 


Available with the Scriptomatic 
addressing machine. Works on 
same principle of chemical transfer. 





Permits Mechanical Pre-sorting of Masters 


Using any of the several well-known tabulating card 
systems you can mechanically pre-sort your lists at 
the rate of 24,000 per hour. 


Versatile Performance... 


The Scriptomatic Machine addresses a wide variety 
of pieces in almost any location—even folders, 
booklets and wrappers—ranging in size from 27%”’ 
x 4%”’ up to 15”’ x 17’”. Machine speed—6000 per 
hour. Complete safety controls. No blanks. Tape list- 
ing machines have been designed for publishers and 
others requiring dick strip in single or double rolls. 
All models same size: Length 75’’. Width 42”. 
Height 50’’. Weight 2000 lbs. 


Correspoudence Tuuited 


In writing, please describe your operation as completely 
as possible. Send along samples of form you are now main- 
taining and pieces to be addressed. Where possible, we will 
advise you on type of Scriptomatic master card designed 
to serve your needs. Fully descriptive literature is available. 





SCRIPTOMATIC, Inc. * 310 N. 11TH ST. © PHILADELPHIA 7, PENNA. © Telephone: WAlnut 2-4213 
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TYPICAL USERS OF THE 
SCRIPTOMATIC SYSTEM 





U.S. NAVY... 


uses a punch card (illustrated) as an 
address master in mailing ‘“The Reservist”’ 
and other communications to Naval Reserve 
personnel on inactive duty. Scriptomatic 
system was proved in one district and 
seven additional installations were author- 
ized. (Three on West Coast, three on East 
Coast and one in the South.) Chief benefit 
is selectivity of address masters containing 
complete punched information; name, 
grade, service number, qualifications, 
sex, etc. 


























A MAIL ORDER HOUSE... 


uses three Scriptomatic machines for addressing mail order 
catalog envelopes from masters which are also used as 
customer record cards. With 15,000,000 mailings a year they 
have been able to reduce personnel by ten. This account 
produced their first copy at .0084c each, and this cost includes 
machine depreciation, card stock, transfer chemical and typing costs. 


A PUBLISHER... 


formerly used two separate records for each 
salesman, one a hand posted ledger card, 
the other, a zinc address plate. Now, 
Scriptomatic combines sales records and 
address masters on one card. Scriptomatic 
handles the accounts of 30,000 salesmen at 
an addressing speed at least double that of 
the previous system, eliminating expense 
and storage problems of 50,000 zinc 
address plates. 








A FINANCE COMPANY... 


uses Scriptomatic Addressing Machines for a large variety of 
pieces ranging from envelopes and single 20 Ib. sulphite 
sheets to a folded 6-page self-mailer. This application uses an 
index card size master and solicits business on a very large 
scale. Addresses register accurately for insertion in window 
envelopes. ‘‘Prior to our use of Scriptomatic, we generally 
employed 75 to 80 home typists to accomplish our address- 
ing. We will completely eliminate this group of employees,” 
states the supervisor of mailing division. 





A REPORTING SERVICE... 


uses Scriptomatic to produce millions 
of 3 x 5 information cards annually for 
clients subscribing to their commercial 
reporting service. Uses continuous form master card (pin 
fed), in conjunction with electric typewriters. 25,000 masters 
per day are processed through the Scriptomatic. Scriptomatic 
masters are costing only $2.31 per thousand, against $31. 
formerly paid for metal plates and frames. Three embossing 
machines have been eliminated. Personnel has been reduced 
by five at a salary savings of $11,000. All this despite an 
increase in total volume of business of 31%! 

















Are you losing 





skilled employees 


you 








A SIMPLE, EXACT PERSONNEL CONTROL FOR 


Editor's Note: The Ketay Manufacturing 
Company, pioneers in the advancement 
of military precision instruments, is classi- 
fied as a critical defense facility. It has 
experienced a tremendous rate of growth 
in personnel. In a few years, employment 
rose from less than 100 to over 1,000 
employees. The personnel system de- 
scribed has served this firm throughout 
its expansion and is remarkable for its 
applicability to a business of any size. 


Assistant to the President 


by Leslie Slote 

In spite of the fact 
that the manufacture of military syn- 
chros involves precision hand - labor, 
( ’ ; . 
90% of our 
must be recruited from unskilled help 
who are then trained until they attain 


the necessary degree of productive skill 


over job. classifications 


Form 


Filled out by foreman or supervisor and forwarded to Perse ring action. 


Avoids 


nnel Department for hi 
unnecessary verbal explanations. 





Form 36-4 KETAY MFG. CORP. 


PERSONNEL REQUISITION 











NOTE. Be sure to fill in ALL requested information DATE 
*L 1 mM | NO. RATE 
peat nde DESCRIPTIVE TITLE OF POSITION ciass. | on} on| 1085 | OR SALARY 
NO. NAME NO. a | F | OPEN RANGE 












































*L-INCREASE IN FORCE R-REPLACEMENT (UNDER “REMARKS” GIVE NAME, CLOCK NO., & TERMINATION DATE OF REPLACED EMPLOYEE) 














REMARKS: 

SUPERVISOR 

OR FOREMAN PERSONNEL O. K 
Stee Ae I OTHER 

DEP'T. HEAD APPROVAL DATE REC'D 























have paid 


to train? 


A FIRM OF ANY SIZE 


Ketay Manufacturing Company 


for our work. This cost of training is 


tremendous. Everything possible is 
done to retain these employees during 
the long training process and after they 
have completed it. 


Once an employee has begun to con- 





must be upgraded and given an incen- 


tive to remain. This means that auto- 


matic reviews must really be “‘auto- 
matic.” More than any other single 
factor, automatic review and_ subse- 


quent upgrading of rate have been re- 
sponsible for the decreasing of turn- 
over and preventing of grievances and 
unrest. 


It Starts With Hiring 

Whenever a departmental foreman 
or supervisor needs additional person- 
nel, he fills out a simple “personnel 
which is forwarded to the 
This 


form indicates what type of man or 


requisition” 
personnel manager (see form 1). 


woman is needed, and whether the po- 


sition is an increase in force or a re- 
placement. 

Daily, the personnel department fills 
out a simple “Employment Positions 
is sent to 
This 


of jobs 


Open Today” form which 


the interviewing receptionist. 
gives us a quick daily control 
open and filled, 

When an applicant comes in for a 
job we give him a brief “preliminary 
application for employment” 
2), to fill out. 
and only 814” x 5” in size. 


(see form 
This form is very short 
There’s a rea- 
have found 


son for this biveviey. We 


that a long form inhibits many appli- 











tribute to the productive process, he — cants—and takes an excessively long 
Form 2 
Filled out immediately by job applicant to provide interviewer with a quick rundown of essential 
information in a minimum of time. 
= PRELIMINARY APPLICATION FOR EMPLOYMENT KETAY MFG. CORP. 
PRINT ast TaST ——_ San ORM — BY 
NAME DATE 
ADDRESS city STATE PHONE 








CHECK EACH SQUARE APPLYING TO YOU: 





(11 AM AU. S. CITIZEN BY BIRTH 
(CO ! AM A FULLY NATURALIZED U. S. CITIZEN 


(| HAVE NOT YET APPLIED FOR FIRST CITIZENSHIP PAPERS 
(CD) | HAVE ALREADY APPLIED FOR FIRST CITIZENSHIP PAPERS 
(0 | AM NOW WAITING FOR MY FINAL CITIZENSHIP PAPERS 


























WERE YOU EMPLOYED CIRCLE HIGHEST GRADE FINISHED IN SCHOOL. 
HERE BEFORE? O y's [No YEAR a ™ echukat o 
WHAT IS YOUR SELECTIVE lhe Bes 
SERVICE CLASSIFICATION? HIGH SCHOOL 1234 COULEGE 1234 
List LATEST JOBS FIRST PREVIOUS EMPLOYMENT ; 
NAME OF EMPLOYER ADDRESS OF EMPLOYER DATE STARTED 5 DATE LéFT WORK YOU 0®, MACHINES RATE C8 
ee Vos es! es MONTH] YEAR | MONTH] YEAR YOU OPERATED SALARY 






























































WHAT JO8 MINIMUM RATE | CERTIFY THAT ALL OF THE ABOVE INFORMATION IS TRUE. 
ARE YOU OR SALARY 
APPLYING FOR? EXPECTED | SIGN HERE DATE 
APPLICANT WILL NOT WRITE BELOW THIS LINE 
POSITION 
__ FILLED RATE INTERVIEWER 














methods 





IS SR RE 2 NTE in ne oy ss meee eevee 









































l- 
FORM 36-2 SAVE THIS SLIP! HIRING NOTICE 
4 NAME CLOCK 
" NO. 
Pe 
BRO 

e- LOCATION —_KETAY MFG. CORP. pO pesca 
r NEW YORK CITY ; FLOOR 
d (J 110 GREENE ST. 

REPORT , DEPT. 

TO 

i STARTING STARTING 
"i DATE TIME 
el CLASS. JOB 
1e TITLE 
1s SUPERVISOR DATE PERSONNEL DATE 
or OR FOREMAN 
\O- 
a 


Form 3—One copy to new employee. 





Ils | a . 1 Makes office reports 
we time for our preliminary weeding out is not uncommon to hire a person and more accurate 
process. find that he never comes in. In this , 
to : oe 
: — we > TA ion a sare “ACA 12 ay > > “Qe , r 
oki If we decide to hire the applicant, case we expedite rehiring y Speeds them to 
he is then given our longer form to 
bs . ig aps our desk 
fill out. When this is completed, a The Personnel Control System y 
‘ smali duplicate “Hiring Notice” is Our “long” application for employ- 3 Shows how to 
me given him (see form 3). He retains one ment form, mentioned above, is act- save 200%-300% 
. . . . ° 
: copy and hands it to his foreman when ually our employment history record . 
m ; ae : ; : ieee ‘ 
; he reports for work. The other half and automatic review control in a on record forms 
1 : : 
goes to the pertinent foreman as a_ single sheet. It’s designed to fit into a 
ea- ; ~: ; 
check on whether or not the applicant visible record system, and is printed 
n¢ ' 


lie does report. This is important since it both sides (see form 4). It’s National Blank Book's 
Detailed Application—Form 4—Both sides used. Reverse side becomes employment histery record. NEW Records Ca talog 
(See Form 5 on next page). 


















































































































































































































__iat 70 cane, APPLICATION FOR GLOTEENT You, your accountants and department heads will all agree that 
EEE eg the dollar spent for this new Records catalog is the best invest- 
|_ Sree eee Sivas Se ee ment in office efficiency ever made! Apart from more accurate 
tial MAE SEENON fom SS Lee eee ee ee and time-saving reports, you’ll cut record-keeping costs to the 
"SaaS, aoe a comer bone by using National’s inexpensive stock forms as against 
— —SAPERIENCE 7 — high cost special forms. What’s more, you’ll save on inventory — 
— atin ee your NATIONALStationer has them available instantly. Printed 
2 ne | tome in 4 colors, this 100 page, fully indexed ‘‘bible of record-keeping 
B =e a systems” contains over 2,000 items including 
cou meen sore binders and accessory items. Get your copy 
a —— ea mnan Every Department from your NATIONAL Stationer ...or clip 
| - b= Se soon Can Use It! a dollar bill to coupon and mail — today! 
: es ER a Se es mamma mw recounting | 
a JRINVESTIOATE ANY OF Thre INFORMATION. AN AGREE THAT ANY MISMEPRERENTATION 8 GUFFICIENT REASON FOR MY IMMEDIATE tisin & 
————eEEE “promotion || EAE National Blank Book 
= ~ ete. Credit | cs COMPANY 
—| Factory | 524 Water St., Holyoke, Mass. 
= sete | Please send me NEW RECORDS CATALOG. Dollar is 
» anata ts enclosed 
er | Shipping DOO ss oain-sansesisncssiosssdiossriieiocsstieleonincestalaitaiaaaaane 
ona Sales CII aces viscekstessergacdssaeviciamncommoianpaaigaliecaceemanaane 
: — Werennn? OI ai csscsis cessed ssak ascents 
— — | | | | Ci Obie ee ee 
a ! ! 
(Circle 527 for more information) 
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noe 


Use continuous Colitho Offset Plates or Readymasters in place of the 
ordinary paper in your tabulator and you can quickly duplicate the 
information when copies are required. You save tab time—do away 


~ Tabulate #- Duplicate 


with costly printed copy paper and your efficiency goes ’way up. 


You'll choose Colitho Plates if you have offset duplicating equipment 
—Readymaster if you have spirit or gelatin machines. Any form can be 
preprinted on the Colitho Plate, or Readymaster. Perfect registration 
is automatic. Your duplicating department uses only inexpensive, plain 
paper to turn out completely filled-in forms—any number you need— 
accurately registered—clear and sharp. It’s the way to add more pro- 


ductiveness to your working day. 


For more information quickly, mail the coupon attached to your 


business letterhead. 





COLITHO 


OFFSET PLATES 


If you have an offset duplicator 


Columbia Ribbon & Carbon Mfg. Co., Inc. 
1201 Herb Hill Rd., Glen Cove, L. I., New York 
Branch Offices and Distributors in Principal Cities 


READYMASTERS 


If you have spirit or gelatin machines 











o 5 6© 80 © @& 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
1201 Herb Hill Road, Glen Cove, L. 


1., New York 


Please send me complete information about tabulator applications for : 
0) Readymasters 


0) Colitho Offset Plates 


Name 


MM-10 





Company 





Add 
é 





City. 


Zone 


State 





Make and Model of offset duplicator 








Make and Model of spirit duplicator. 











(Circle 520 for more information) 








NAME EMPLOYMENT HISTORY RECORD 


DATE 


-9-$1 
-W-S1 


; | ony "oy " 
A signal on the visible margin flags 


Form 5- 


time-consumina tol 


W-UDP. 


The applicant fills this out with the 
then 
folded and placed in the visible record 
“pocket.” At this point, the “employ- 


help of the interviewer. It is 


ment history record” becomes an active 
record and that section of the form is 
kept face up when it is filed. 

The visible record pocket has a title 
insert (form 5) which gives us all of 
our control and easy reference factors. 


How We Get Automatic Control 


On the right hand side of the title 
insert, which is the visible margin of 
the record, there is a January through 
scale. 


December A signal over any 


month indicates, automatically, the 
merit or cClassifica- 
All the clerk has to do 
is glance down a group of visible mar- 
gins and she can instantly pick out 
those cases that need action. 


date for the next 
tion review. 


The color of the signal used over the 
month scale also gives us important 
information. For example: 

1. Purple tab in month column gives 
date of next review, tab to comply 
with W.S.B. regulations and to com- 
ply with W.S.B. approved collective 
bargaining agreement. We note the 
exact date of review in pencil on 
the title insert just above the signal 
and also note other pertinent facts 
such as whether it is a rate review, 
whether an increase was denied pre- 
viously and is to be reviewed again, 


the date tor next rate review, avc 


RATE REASON CODE 
1.10 H.ireo rinsy 
eMPLOYMENT 
L.O.-Laio ovr 


R-acinerareo 
AFTER L.O. 


T.-TRANSFER TO 
ANOTHER OPT 


- CHANGE 
POSITION C8 
CLASSIFICATION 

+ UNION 

-MERiT 


/L-coer or 
Living 


.P..m10-Point 
-quit 
- DISCHARGED 


L.A. -ceave oF 
ABSENCE 


' olb|s> 





ids oversights and 


whether it is a mid-point review, or 
an automatic increase. 
2. Red tab over month shows that de- 
partment notified 
that review is due, and results of re- 
view are due that week. 


head has’ been 


3. ‘Two red tabs placed over the “rate” 
box on the visible margin show ter- 
mination of employee, indicating 
that the records are to be closed out 
and that the clock number is again 
open. 

t. ‘Two green tabs over rate show leave 

of absence and return date is tabbed 

in the month column with a green 


signal also. 


Or 


Red tab over the employee’s name 
at the left of the visible margin 
shows that additional information is 
from the employee. 
For example, perhaps his citizenship 
papers are missing, his W-4 form, 
etc. 


forthcoming 


Thanks to the speed of reference of 
the visible margins, we need only one 
girl for maintenance, posting and an- 
alysis of our complete personnel sys- 
tem. Moreover, she generally has time 
available for other clerical duties. 

We house the whole record in a se- 
ries of visible record books holding 102 
records in each book. The records are 
arranged by department, by clock num- 
ber. We prefer books to cabinets with 
trays because the books can be easily 
transported from Personnel to Payroll, 


methods 





6 ORE RAN A a aL A 




































































Form 18-1 EMPLOYEE CHANGE NOTICE TO: PAYROLL 
NAME CLOCK DEPT. TERMINATION | RATE CHANGE: 
OR LEAVE OF O MERIT 
J ABSENCE 
FROM TO (SEE REVERSE SIDE) [] CLASSIFICATION 
PT. 
™ O our mu (CO DEPT. TRANSFER 
NEWLY HIRED REINSTATE 
CLOCK NO O 0 
EXPLANATION MA t 
CLASS. OR 
TITLE 
RATE PER PER 
EFFECTIVE DATE TIME DATE TIME 
OATE & TIME 
APPROVALS RECOROED BY 
FOREMAN OR SUPERVISOR DATE DEPT. HEAD DATE PERSONNEL OATE 
OTHER APPROVAL DATE PRESIDENT OATE PAYROLL DATE 
F 6—Inadicat 3 3 t C py P r to Pays 


or from one department to 
with no difficulty. 


another, 


The only haven't 


been able to overcome is the need fon 


shortcoming we 


retyping the title insert when a change 
in rate occurs. This is minor, however, 
and more satisfactory than trying to 
erase or write over the old figures. 

Kach week we run a strip of tape 
down the face of the visible book and 
send the books into Payroll. Thus, the 
Payroll Department has an absolutely 
current rate for each employee in mak- 
ing up the payroll. The tape provides 
security from prying eyes into the body 
of the record. 

We place the employee’s W-4 with- 
holding certificate in back of the vis- 
ible record pocket, along with perti- 
nent Union forms, thus centralizing all 


of his papers in a single location. 


Employee Chonge or Termination 
When the employee has a change in 
rate, or is terminated, we fill out a du- 
plicate form (form 6). One copy goes to 
the Personnel Department, the other 
to Payroll. On the back of this form 
check-off lists are provided to indicate 
the reason for the termination and the 
foreman’s evaluation of the employee 
at the time of The key 


you rc 


termination. 
“Would 
employ” and space is left to indicate 
whether all of 
have 


question here is 


the company’s tools 


been returned or il any deduc- 


october 1952 


tions should be made by the payroll 
clerk in the last check. 
When an employee is terminated, all 


of his the 


drawn out ol 
folded to 


stapled together, and filed vertically in 


records 


pocket, 


are 
visible 8x5 size, 
a filing cabinet. This gives us a com- 
pact and completed picture and _his- 
tory of everyone who has ever been on 
our payroll. 


Proof of the Pudding 
We've had ample time to get the 
We 


In spite of our tremendous 


“bugs” out of our system. know 
it works. 
expansion control has been maintained 
at all times with a minimum of cleri- 
cal cost and executive supervision. Ot 
course, the key to the system is the sig- 
Under our old 
method, a clerk had to thumb through 


every employment history 


nalled visible margin. 


record in 
our files in order to “flag” employees 
up for review. These cards, when re- 
moved the file, 


This is impossible now since there is 


from often got lost. 


no occasion to remove a record from 
its visible pocket. Under the old plan 
we were wholly dependent on our rec- 
ord clerk’s memory in many cases. To- 
day, we could put a new clerk on the 
job and within two or three days she 
could master the system. Most impor- 
tant, there are no more delays or slip- 
The 


a reduction in turnover. 


ups in reviews. result has been 





a 





X= High Printing Costs 
a =the Vari-typer 





Take those high printing costs; divide them by three, and 
no doubt your printing is being done the Vari-Typer way. 
Thousands of the nation’s leading business firms have 
cut printing costs from 25% to 75% through the use of, 


Vari-Typer. 


For books, booklets, sales forms, catalogs, promo- 
tion and direct mail material, Vari-Typer will get results 
comparable to printer’s type Composition at its best. 


Vari-Typer has hundreds 


of instantly changeable type 


faces ... in different sizes, with italics. 


For photo-offset, 
litho plate, mimeo stencil, 
or other processes, Vari- 
Typer and your own typist 
will do the job speedily, 
professionally and at a 
BIG saving. Write today for 
booklet. 





Body copy produced on 
DSJ Model. Headlines 
photo-composed on the 
Headliner. 





NAME ..e-- eceroecsceeeeceeeees 
COMPANY coeesecees eeees 
ADDRESS... 
CUT Vecseeneceseses 





Cox) ad Sane ipprress##imentirnrs 


RALPH C. CoxHEAD CORPORATION 
720 FRELINGHUYSEN AVE., NEWARK 8, Neds 


Please send me Vari-Typer Booklet 109 


eee eeeereaeer ee 


cece eer er sewsseeeseeewasrereseseeossesed 


eve eZONEe eee STATE wrcce 


(Circle 528 for more information) 














folk tastantly{ 


Ever add up the cost of time wasted 
daily while shuttling between offices 
for information and _ instructions? 
With Executone you just push a but- 
ton and talk—instantly! No walking, 
no waiting—work goes on without 
interruption, Telephone lines are kept 
open for outside calls; roving em- 
ployees are located immediately... 
Executone cuts costs, increases out- 
put, pays for itself many times over! 

Send the coupon below for com- 
plete details and description of 
special Executone features. 





INTERCOM 
SYSTEMS 


EXECUTONE, INC., Dept. K-5 "J 
415 Lexington Ave., New York 17, N. Y. 
Without obligation, please send: 

(] The name of your local distributor. 


() Booklet—“How Executone Helps Cut 


Costs.” 





Name 


Firm 


a a tema a 


Address City 


ey Geld Gam cule Ges mint) Guus Guns Sen eum aemw vane em exes cam ed 
In Canada—331 Bartlett Ave., Toronto 
(Circle 543 for more information) 
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MUTUAL LIFE EXPERIMENT SHOWS 
MANAGEMENT HOW TO SAVE TIME 


re you an executive who 


wastes 2 hours a day? 


Editor's Note: In a recent ‘presidents’ 
round table" discussion held by the 
American Management Association, one 
of the questions reviewed was how much 
time a top executive spent in reading 
for his business. The general consensus 
among these large corporation presidents 
was that they spent not less than 25% 
of their time in reading and studying re- 
ports, financial statements, budgets, and 
other matter—such as trade publications. 





If you are an average 
management man, your working day 
runs about nine hours. Add to that 
the work you do after hours—reading 
reports, analyzing figures, and reading 
Based on a 


essential publications. 





seven day week—and that’s what most 
executives work since even the Sunday 


paper is often examined in terms of 





WHAT ABOUT EXECUTIVE PRODUCTIVITY? 


“There’s ample room for in- 
creasing productivity in the 
management area,” the Mutual 
Life Insurance Company of New 
York states. “The great strength 
of the United States has been 
based on a_ vigorously rising 
trend of productivity per worker 
per hour, Over the half century, 
from 1900 to 1950, the annual 
increase in output a man-hour 
averaged 2.1%, and per worker 
(allowing for the effect of fewer 
working hours) 1.3%. This is 
reflected in better living stand- 


ards for all. 

“Rising productivity has re- 
sulted not only from capital in- 
vestment, but even more from 
the high quality of American 


management. Over and above 
the effect that management’s 
activities have on production 


workers, there is great oppor- 
tunity for stepping up produc- 
tivity in the management area 
itself. Hence the pioneering 
work on productivity through 
better reading is of widest sig- 
nificance.” 





their business—you work not less than 
a 70 hour week. 

According to the Mutual Life Insur- 
ance Company of New York, who have 
made a careful study of executive hab- 
its, not less than 414 hours a day are 
spent in reading. If you are in the 
habit of taking work home, that’s a 
minimum figure. It’s easy to see that 
any improvement in your reading hab- 
its is certain to save you a staggering 
amount of time and that no other 
single portion of your daily routine ts 
as worthy of immediate consideration. 


Nothing Wrong With Your Reading? 

Consider the case of a 39 year old 
Harvard Business School graduate who 
recently became the executive vice pres- 
ident of a multi-million dollar com- 
pany. “My 15 year old daughter,” he 
reports, “was getting poor grades and 
a reading improvement course was rec- 
ommended. We arranged for an early 
evening enrollment at the local high 
school, and, since I had to drive her 
there anyway, I took the course myself. 
It was nothing more than a gesture 
since I’m a heavy reader anyway and, 


methods 





4 


: 


Aided by machines like th 


York are proving to 


or 


1/100th of a second. Starting with four c 


sr twenty-three letters in 


I had always believed, a fast one. I’m 
surprised to be able to report that my 
own reading speed, after one month, 
was increased almost 50%! More im- 
portant, tests have proved that my com- 
prehension of what I am reading has 
also gone up, although not as spectacu- 
larly.” 

It’s important to 
reading speed is not a measure of intel- 
ligence. Most people read at only about 
20% of their capacity. Reading is a 
skill—and form is just as important 
as it is in golf, tennis, or swimming. If 
you have acquired poor habits, you 
can’t hope to realize your own poten- 


remember -that 


tial abilities. 


The Mutual Life Experience 

Skillful reading is highly important 
when there is so much straight office ac- 
tivity as in a life insurance company. 
Executives and supervisors are con- 
fronted with a vast amount of paper 
work. Many don’t have time to keep 
up with all the publications that they 
should read. 

Recently, Mutual Life introduced a 
speed-reading course for their super- 


After 


visory and executive personnel. 
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is flash-meter, employees of the Mutual L 
themselves that they can double their reading speed with no 


yees here are watching a screen on which 


Life Insurance Company of New 
>ss in comprehension. 
rumbers and phrases are being flashed at the 


five digits, the span gradually is increased until, 


e end of the 15-hcur course, the readers are seeing and remembering as many as eight digits 


1ULTn Of a second. 


two months, and following the comple- 
tion of the course by fifty employees, 
results indicatea that reading speed for 
the group had risen from about 275 
words a minute to 420 words a minute, 
with several students absorbing as many 
as 800 words in 60 seconds! As teach- 
ing techniques were improved, the av- 
erage speed was increased to 525 words 
per minute. Equally important, com- 
prehension of what was being read has 
levelled off at 85°, greater than before 


the course was started. 


How the Course is Handled 


A Mutual Life 
Course takes 15 hours, over a 10 day 
Because top level employees 


Speed Reading 
period. 
of the company have more reading to 
do in their daily work, the course is be- 
ing offered to them first. Later, 
Mutual plans to extend it right down 
to the stenographic level. 

A typical Mutual Life class begins 
each day with this sort of exercise— 
looking at digits and sentences flashed 
before them for one one hundredth of 
a second. A machine known as’ the 
“tachistiscope” or flash meter, flashes 


the information on a screen. This is 








Here's the finest value in filing today— 
the nev’, revolutionary Art Metal 
Speed-Pile with automatic expansion 
at the back of every drawer! 

You get more than half a drawer 
extra of workable space in every filing 
cabinet. Drawers extend beyond the 
front of the case — you can use the full 
depth for filing. No allowance needed 
for compressor or mechanical parts. 


You save one-third in filing and 
finding time. File contents lay back in 
! normal filing position automatically — 
you see every guide and folder at a 
glance, refer to records instantly with- 
out having to release compressors of 


There's an Art to 





! 
! 
U 
U 
! 
U 
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! 
! 
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FILING efficiency 





Now you can gain 


15% Mote tiling Capacity 
33% More Filing Speed 


move folders. Adjustable Speed-File 
Spacers divide contents and eliminate 
compressor. Drawers are standard 
height, use standard-size guides. 


See how the Speed-File can save you 
time, space, money — why it has never 
failed of acceptance when demon- 
strated to men in charge of office 
operations. Write for free descriptive 
folder and our “Simplified File Analy- 
sis.” Art Metal Construction Company, 
Jamestown, N.Y. 


Planning to move or re-arrange your 
office? Write today for the nationally 
recognized handbook, ‘‘Office Standards 
and Planning."’ There is no obligation. 


(Circle 518 for more information) 











In your offices... 
for statistical work 
that we can do 
for you in ours tor, 





A statistical department 
costs a bag of money to run 
these days. 


Further, you're probably pay- 
ing a lot more for your sta- 
tistical or accounting tabula- 
tions than if we did them for 
you on our modern punched 
card equipment. 


You see, we will rent our 
statistical department to you 
by the hour. You can have 
the part-time use of expen- 
sive machines. You pay only 
for what you get. 


Why not call us now? 


RECORDING & STATISTICAL 
CORPORATION 


CHICAGO oe BOSTON * DETROIT 
MONTREAL e TORONTO 
100 Sixth Ave., New York 13, N.Y. 


(Circle 526 for more information) 
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sort of a “warm-up” exercise to prove 
to students that their eyes can grasp 
figures and words very rapidly. 

This is important’ since the key to 
speedier reading is increasing your per- 
ception. Perception means how much 
you can see at one glance. All of us 
read across a line in steps. The good 
reader takes less steps than the poor 
reader. The poorest readers frequently 
retrogress—they go back over words or 
phrases that they have already seen. 
The eye is not working when it is mov- 
ing. ‘The eye sees only when it stands 
still. It is evident that if you can 
train yourself to see more in a single 
glance, if you can increase your percep- 
tion, you'll need fewer “‘steps” to read 
a line and reading speed will increase. 
Also important, because your eye will 
do less jumping, you'll reduce fatigue 
and be able to do a greater amount of 
reading. 

Next, the student is required to read 
material from conventional books, 
magazines and newspapers on a second 
machine called an “accelerator” (see 
cut). A shutter permits the speed of 
this machine to be adjusted from 100 
to more than 2,000 words per minute, 
moving automatically from the top to 
the bottom of a page, covering the page 
line by line, and compelling the reade1 
to keep ahead of the shutter and pre- 
vent him from retrogressing. The ef- 
fect is to force him to read fast. 
Through constant use of the machine 
each class day, one develops the habit 
of fast reading. ‘There’s no trick to it. 
It’s simply a matter of superimposing 


good form over bad. 


Results Measured in Dollars 
Officials of Mutual Life expect hand 

some dividends and point to the profits 

that any business might expect to de- 
rive when it increases the productivity 

of its executive staff as much as 25%. 

With the sure knowledge that their ex- 

ecutives are effecting a 100°) improve- 

ment in reading which now takes them 

41% hours a day, at least 214 hours will 

be available for other activity or wider 

reading. 

Since the skill to read faster doesn’t 
require much more than an awareness 
of good reading habits and a deter- 
mination to apply those good habits in 
all your reading, there are several 
things you can do right now yourself— 
without supervision—to increase youl 
reading speed. Keep these in mind: 

1. Read phrases, not words or letters. 
Strive to increase the number of 
words you see at one glance. 

2. Look at the beginning of words. 
From the standpoint of comprehend- 
ing what you read, suffixes are often 
unimportant. For example, in most 
types of general reading, the word 
understand will make as much sense 
to you as the word understanding. 

3. Make a conscious effort to keep 
your eyes looking from left to right. 
That habit prevents regression, saves 
time, speeds reading. 

!. Push yourself to catch the meaning. 
Make an effort to understand it the 
first time you read it. 

5. Keep your head still. The eyes 
don’t see when they are in motion. 

6. Keep your lips and tongue still. 
Talking to yourself slows up speed. 





an IMPORTANT AID to 
OFFICE EFFICIENCY 


Chulomatic 
STENCIL CUTTER 


FOR MIMEOGRAPH 
REPRODUCTIONS OF 
DRAWINGS + GRAPHS 
ADVERTISEMENTS - MAPS 
NEWSPAPER CLIPPINGS 
BUSINESS FORMS 
BULLETINS 


FAST Graphic material on 


originals reproduced electronically 
on stencil in six minutes. 


ACCURATE stenatax sten- 


cils are exact copies of originals, 
Toms olgelo) Ma -relellile ME Ma-e ll a-tep 


ECONOMICAL stenatax 


saves hours on preparation time. 
Over 10,000 mimeographed copies 
from | stencil. 


Now Available to Commercial Users 


See STENAFAX at the 
NATIONAL BUSINESS SHOW Oct. 22 


TIMES FACSIMILE 


CORPORATION 
540 West 58th Street, New York 19, N. Y 
1523 L Street N.W., Washington 5, D. C. 


(Circle 541 for more information) 
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NE. lin, 


"I think...” 


PROS AND CONS 
TO THE EDITOR 


Death. Insurance and 


Side Agreement 


Dear Mr. Editor: 


1 have read with interest your article 
Death in the business family which ap- 
peared in the September issue of METHODs. 

The condition referred to exists in this 
company which is a closely held corpora- 
tion, all stock being equally held by two 
men and their wives. Compensation of 
the two individuals involved is equal. 

The matter of death of one prior to the 
maturity of the male children of each was 
given lengthy thought and discussion with 
our legal advisers with the following action 
taken: 

Insurance on the life of each individual 
was taken out and in the amount de- 
termined as the value of the stock held by 
each and in favor of the corporation. 

\ side agreement was then entered into 
by which, upon the death of either, the cor- 
poration would, with the insurance fund, 
retire the stock of the deceased and _ his 
family. “The other, by fact of being the 
sole owner of all outstanding stock, would 
become owner of the corporation. 

The premiums paid by the corporation 
are not deductible as expense; nor the 
proceeds of the policy taxable as income. 

‘The fact that the parties concerned were 
of different ages, resulting in unequal pre- 
miums was unimportant. ‘The prime con- 
sideration was that of not putting an in- 
experienced woman with minor children in 
business. 

The side agreement is subject to can- 
cellation at the will of either party. 

Perhaps the action we have taken is sub- 
ject to criticism. However, I thought you 
might be interested in the steps we took 
to solve this most important problem. 

Incidentally, the side agreement was 
placed in custody of the trust department 
of one of the local banks, which is also 
executor for the estates of both the parties 
involved in this action. 

N. P. STRAUSE 

Secretary & Treasurer 

Vance Trucking Company, Inc. 
Henderson, North Carolina 
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San Francisco window washers never miss a date! 


People who work in glass houses a 
stone’s throw from the Golden Gate 
have no complaints about their win- 
dows these days. 

If they’re customers of Commercial 
Building Maintenance Company, the 
windows are cleaned regularly. 

Same thing holds true for all their 
maintenance needs, from routine 
janitor work to floor waxing. 
Secret behind Commercial’s depend- 
able timetable is a McBee Keysort 
card prepared for each building 
under contract. Services to be per- 
formed each month are punched 
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along the edges of the card. So are 
weekly calendar breakdowns. 


Notching the pertinent holes permits 
quick sorting for work assignment. 
Thus assignment lists for each work 
crew are made up directly from the 
cards and the same cards are used for 
billing the customers for services 
rendered. 


In every kind of business, executives 
are using modern, flexible Keysort 
cards and machines to keep their 
records complete, accurate and up- 
to-date. Keysort provides them with 
management controls at less cost 






(Circle 532 for more information) 


than any other system. 


Keysort methods can be operated by 
your present personnel without any 
great special training. No costly in- 
stallations are necessary, either. 
When Keysort cards serve as the 
original records from initial notation 
to final tabulation, copying errors 
are avoided, time is saved. 


No wonder McBee sales have multi- 
plied tenfold in just a few short years. 
There’s a McBee man near you, 
trained to advise you whether McBee 
can help you. Ask him to drop in. 
Or write us. 


THE McBEE 
COMPANY 


Sole Manufacturer of Keysort— 
The Marginally Punched Card 
295 Madison Ave., New York 17. 





Offices in principal cities. 
The McBee Company, Limited, 
11 Bermondsey Road, Toronto 13 
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A SOPHISTICATED NEW MEMBER 
OF A WELL-KNOWN FAMILY 


aa 
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GROUP 





From the drafting board of 
famous designer L. C. Algoren 
— and the experienced wood 
craftsmen of the Imperial Desk 
Company comes a smart new 
concept of rich-looking modern 
office furniture — the Metro- 
politan Group. 


This is truly a 
fine line of wood 
office furniture, 
styled with in- 
genuity and skill 
to add dignity and beauty to 
every office. Exteriors are Genu- 
ine Wainut in a choice of three 
attractive finishes. Gleaming 
brass pulls and ferrules along the 
hardwood base add a sparkling 
modern touch. 





Desks are 
hand - rubbed, 
drawers have 
ball - bearing 
suspensions and 
movable drawer 
partitions. 





The com- 
lete line of 
he Metro- 





desks, tables, bookcase, cabinets 
— will soon be on display by all 
Imperial dealers. Before you plan 
to ws | any office furniture, stop 
in and see this handsome group. 


WRITE FOR NAME OF IMPERIAL DEALER 
SERVING YOUR TERRITORY 


Sanngpeencizal 
DESKMARK OF QUALITY 





Imperial Desk Company, Evansville 7, Ind. 
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HERE'S A 


ING OF 


ees During World War II, 
the Office of Strategic 
large file of photographs to which they 


Services had 


could not refer easily in their original 
form. Several attempts were made to 
devise a system whereby the photo- 
graphs could be filed in such a manner 
that IBM punched cards could become 
the “finding” medium. A method was 
finally developed whereby the photo- 
graphs were microfilmed, and the indi- 
vidual microfilms were then adhered to 
a die-cut window of an IBM card. 
This relatively recent development 
marks. a milestone in record keeping 
history. In terms of your business, it 
may well provide a savings measured in 
thousands of dollars if you can properly 
For the first time, all of the 


great space-savings of microfilm have 


apply it. 


been directly combined with a system 
for finding a record once it has been 
photographed. 


The Limitations of Microfilming 
Microfilm, despite its versatility for 
duplication and distribution, has been 
housed, until recently, in a completely 
outdated format. One of the wonder 
time has been 
stored in hundred foot reels that resem- 
ble the papyrus scrolls of the ancient 
Egyptians. 


business tools of our 


These film reels freeze in- 
numerable subjects of one or many 
pages. Because of these reels, addition- 
al or related data can not be added or 
interfiled to existing roll microfilm rec- 


JOR NEW DEVELOPMENT 


RECORD KEEP- 


IME IMPORTANCE™P® EVERY BUSINESSMAN 


Why didn't somebody 
think of it before? 


ords without cumbersome procedures. 
Now, thanks to both the 
record and the system of finding it are 


Filmsort, 
united. ‘The record is condensed to in- 
dividual frames of microfilm. ‘The sys- 
card. More- 
card may be a standard index 
McBee Keysort E-Z 
Sort card, or an IBM punched card. 


tem of finding it is the 
the 


card, 2 


Over, 
Gara, an 


Who Can Use the System? 

Let’s look at a few case histories of 
Filmsort in actual use. The ‘Thomp- 
son Products Company, of Cleveland, 
had 100,000 drawings with limited ref- 
They 
yet they 


didn’t want to de- 
had no space for 


erence value. 
stroy them, 
both these drawings and the new ones 
being created. Their 
the 


problem was end- 


ed when entire file of 100,000 


drawings was microfilmed into 3 x 5 


inch “aperture cards,” taking up but 
The 
baled and stored away 
The 


cards are now used in place of originals 


two filing cabinets. old drawings 


were from the 


drafting department. microfilm 


for reference to these drawings, and 
even for making prints. 
Eighteen months alter the first file 


was converted, another fifty-thousand 


drawings received the same treatment. 
In connection with handling mechan- 
it is inter- 
esting to note that the savings in filing 


ical drawings in this manner, 


equipment and space have more than 
paid for the cost of the security micro- 
film program and the reference project. 

Dun & 
problem. 


Bradstreet had a different 
‘Their 


with 


Boston branch had a 


room nineteen filing cabinets, 














FS 03° |AYERS CHARI egw ya 

























90 5252 $3 $6 55.96 57589968 61 62.6) £465 65 67 OR ES FBT 72:73) 








; NO * ia 

nn) DO) OF DOL uOuuOU0L 

jy2 305 7892 au 6 7 wm 27229 2672077 AIT HS : 

Vdatt RREERL DORR COR | Gun, oD 

leazaalen27Q222222gm2222222 22 2) 2 soe 
; 


299M 3/9999999998999939933 as a}als aay 83! 


i 
Usssslsspssssssssmsssssssssls sis sleisiss 


iil 


22 
3|3 





Peesesessncansnetoon net tt 
1 


aavapaaaaraarevaaaaeI III aly alalalalatt 


| 





























iam 773273 





ia 
shpissislss's ssyssssstsssafb sas 
tii j iS 

cisisls sisieis's c 6 seceeceseccccsis esis 
} : 

app ah pervvaaareaaa ares re 





InscegeQecscegecesesssenesle shel gusidatelselle see rire peu echsaeaay 
| } , ” al 
sorsogeruneay a ingnnemneshaanibiebbhl Hisioas nase sngpaReLeRe Lees gn 


i J 
shabpphispassssazzz:szzaszaaga3z3gnh9a02 
saudecasenceccanceanecccdualaaedalllddldlae. 14/44) 





ray 
2 2/212 


"KR 1 
GENERAL APPEARANCE AAR 
g22rpn22122222222222222 2207200 He 











edecesaagsaadalergad: 


































St. Louis Police Department have their Rogues’ Gal 


to speed identification of wanted criminals. 


lery microfilmed and indexed on punched cards 


methods 
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ket card contains a grcup 
2 sir ard for ready reference. 
each with five double-sectioned draw- 
ers. These files contained credit re- 


ports used by its commercial reporters 
in making new reports. D & B micro- 
filmed this file and had the microfilm 
frames inserted into 75,000 McBee Key- 
sort Cards. ‘These cards fit into two 
cabinets. In addition to saving 450 
square feet of space in this one installa- 
tion, one person is now able to handle 
posting 

The 
same person supplies cards for refer- 
They read the in- 


all microfilming, mounting, 


and coding of the increment. 


ence to reporters. 
formation from viewers and transcribe 
essential data for their reports. In ad- 
dition, for record destruction, D & B 
gang-notched the cards to indicate the 
date of obsolescence. One needle sort 
once a year purges obsolete material 
from the files. 


Rogues’ Gallery on Microfilm 

Some of the most spectacular applica- 
tions for the new technique involve 
punched card procedures. For example, 
the St. Louis Police Department has 
combined microfilming and tabulating 
cards to facilitate identification in 
their rogues’ gallery. 

In the old rogues’ gallery, victims 
looked at hundreds of photographs in 
an effort to make proper identification. 
Victims would remember some identi- 
fying characteristic that would not be 
on the photograph, such as a scar or 
tattoo mark on the hand. It was im- 
possible to cross-index all these charac- 
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f microfilmed personnel records for one man, consolidating a whole 


teristics when the records were photo- 
graphs. 

The Police Department microfilmed 
the photographs and inserted them 
into IBM cards were 
coded for physical characteristics. The 
an identification 


cards. These 
victim now receives 
form in which he checks off important 
features. Cards are sorted in accord- 
ance with the description, and selected 
cards are shown in the viewer. From 
these, final identification is frequently 
made. It is only a matter of minutes 
from the time the identification form 
is turned over to the officer until cards 
are shown in the viewer. 


Jacket Cards for Longer Records 

In the documentary field, particu- 
larly, records are often too lengthy for 
insertion into a single aperture card. 
Personnel records are a case in point. 
Often they include application forms, 
photographs, efficiency records, merit 
records, and even medical reports. 

The “jacket card” solves this prob- 
lem by permitting the insertion of sev- 
eral microfilm frames in a single medi- 
um (see cut). For example, 133 jack- 
ets, 3 x 5 inches in size, will handle a 
full hundred foot, roll of microfilm. 
What's more, they will take up but 214 
inches of filing depth in a cabinet. 

One hospital expects to convert 3 
file rooms into revenue producing hos- 
pital rooms from the space saved by 
A New 
200,000 


jackets now being installed. 


York title company is putting 
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Faster, Easier Filing in 


compartments, 


efficient because each compartment 
“rocks’’ open to make its entire con- 
tents instantly accessible. More than 
that, Rock-a-File actually requires less 
floor space than old-fashioned drawer- 


type files! 


Rock-a-File compartments project 
less than eight inches when open, 
“rock’’ open and shut effortlessly, and 
permit two or more persons to use the 
same file cabinet simultaneously. Al- 





Modern filing, made possible by Rock 
a-File’s revolutionary side-opening 





is faster and more 





A typical vault installation 
showing 4-compartment and 
2-compartment Rock-a-Files 
in tiers. 


coves, corridors, small corners and 


many other hitherto impractical loca- 
tions become ideal filing space with 


Rock-a-File. 


And Rock-a-File is safe, too... 
gravity center remains always within 
the cabinet; no danger of toppling, 
even with lower compartments empty. 


See your dealer or write for a 
descriptive folder and name of 
nearest dealer today...learn 
how Rock-a-File can save filing 
time, costs and space in your 







business. 











( 





A 2-compartment Rock-a- 
File. in private office use. 
Note close position...no 
need for user to rise; just 
swing around in chair. 


For information, address Dept, M 





ROCKWELL-BARNES COMPANY 


Chicago 1, Ill. 


35 East Wacker Drive «+ 
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POSTURE STUDIES REVEAL... 


out of 5 don't kn 
how to sit in a chair! 


FAULTY POSTURE IS IMPORTANT FACTOR IN HEALTH, 
ENERGY AND EFFICIENCY OF OFFICE WORKERS 


When you hire a new stenographer, it’s 
reasonable to assume she knows how to 
operate a typewriter. 


Bul, does she know how to sil in a chair? 


Posture surveys indicate that she probably 
doesn’t! Most likely she'll slouch like the 
girl pictured here. And her faulty seated 
posture will pave the way for fatigue, rest- 
lessness — even errors — because cramped 
stomach, lungs and intestines can’t pos- 
sibly function to best advantage. 


That’s why Do/More, pioneer in the pos- 
ture chair industry, does not sell “chairs,” 
as such. 


The “Do/More ABC System” is a complete 
package ... scientifically designed chair, 
posture training program, and comprehen- 
sive service plan. 


Discover for yourself why leading com- 
panies prefer Do/More. Next time you 
need a new chair, call a specialist— your 
Do/More representative. Meanwhile, the 
facts are yours for the asking. Just mail 
the coupon below. 





MAIL COUPON FOR FULL PARTICULARS 


| DOMORE CHAIR COMPANY, INC. 

; Dept. 1008, Elkhart, Indiana 

' (_] Please send me full particulars on the "Do/More ABC System.” 
i ["] Please have your representative call for a demonstration. 
i 

: ae TITLE 

SS 

{ 

i ADDRESS. 

See STATE 
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A correctly designed chair is 
not enough. The chair must 
be fitted by an expert... the in- 
dividual must be guided into 
good posture habits. That’s 
why your office needs the 


DO/MORE 
ABC SYSTEM 


— 
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Microfilm viewer comes in large unit (above) or 


maller machine. Details of drawing are sharp, 


i 
easy to read, easy to find. 


file folders of title examinations into 
jackets. A Boston branch sales office 
has filed 50,000 sales contracts in 500 
jackets. 


It Has Its Limitations 

While the costs for microfilming and 
inserting microfilming frames into 
cards are relatively low, they still must 
be justified. ‘The best application is 
for the operating files of an organiza- 
tion or department. In an advertising 
department, for example, it would be 
wasteful to microfilm and index corre- 
spondence. The advertising depart- 
ment’s art file, on the other hand, par- 
ticularly if it’s voluminous, could 
wisely be indexed in this fashion. In 
all of the best applications of the tech- 
nique, it will be found that a very ac- 
tive file is involved, and that a major 
operation is performed in the process 
of finding and using the card itself. 


Consider the Attributes 
In considering the following three 

main attributes of the system, you can 

fairly readily determine whether or not 
your company can use it: 

1. The cards save up to 75% of orig- 
inal record space requirements. 

2. Each card is both the index and the 
record. One look-up tells the whole 
story. 

3. A card can be used the instant it is 
located. The card can be read in a 
viewer, or enlarged onto paper in a 
single print, or as a master to re- 


produce multiple copies. 
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Sroplex 


THE AUTOMATIC 
ELECTRIC STAPLER 


Today's Fastest ... Easiest and 
Best way to staple. Cuts Time & 
Costs Sharply! 
Just insert paper—both hands free 
for work—no foot pedals, etc.— 
Staples as fast as you can feed 
work, 
SAVINGS UP TO 70%—PAYS FOR 
ITSELF IN NO TIME. Write and 


be convinced— 
The Staplex Company 
70-78 Jay Street Brooklyn 1, N. Y. 


(Circle 544 for more information) 
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S meade. Leather-Like 


Vertical File Pocket 

1. Made for bulky filing. 

2. Expansion from 1% to 3%. 

3. Letter and legal size. 

4. Reinforced with cloth at points of greatest wear. 

5. Printed tab with name and number. 
SMEAD'S Leather-Like is resistant to oils, greases, 
inks, water, perspiration, etc. This file gives you 
9 times the wear resistance of ordinary wallet stock. 


Send us a free sample of Leather-Like File Pocket. 


NAME 





ADDRESS 





city STATE 





THE Smeal MANUFACTURING CO. INC. - HASTINGS, MINNESOTA 


(Circle 562 for more information) 
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Advertising application quickly 
pays for copying machine 

With advertising production costs 
mounting almost daily, a highly ef- 
ficient method reported by the CoLUM- 
BUS DISPATCH will be of interest to 
other newspapers, advertising agencies, 
and advertising departments. 

The unusual Before and After case 
history below, even if it does not ex- 
actly fit your particular problem, can 
readily be interpreted to apply to al- 
most any advertising production prob- 


lem. 


Former Method 


Upon obtaining a commitment for 
an ad in the newspaper, it was formerly 
necessary for each advertising salesman 
to provide a rough drawing of the 
original layout for the ad. Usually he 
made the rough himself. It was then 
sent to the composing room. The sales- 
man also had to take time out from his 
selling duties to make a tracing to be 
transmitted to the art department for 
art work. While this production opera- 
tion was going on, the salesman was 
hindered since he had no copy of the 
layout when contacting the advertiser. 
In addition, when pictures were to be 
incorporated into the ad they had to be 
traced in position on the original lay- 
out, a time consuming procedure. Al- 
though the ads were sometimes in two 
colors, the tracing layouts would only 
show black and white, 


Improved Method 

A copying machine was installed by 
the newspaper. Now, three copies of 
the original layout are made on the 
machine. One copy is attached to the 
original and sent to the composing 
room. The original layout is kept in- 
tact and a duplicate is cut up into sec- 
tions and distributed among the vari- 
ous linotype operators for the purpose 
of setting up the assorted type faces for 
the ad. This speeds typesetting consid- 
erably since more than one man can 








work at a time. Another copy is di- 
rected to the art department for the 
necessary art work. The third copy is 
kept by the salesman until the ad has 
appeared in the newspaper and is 
available to him for inquiries from his 
customer. 

Pictures to be used in layouts are 
reproduced on the machine and then 
placed in proper position on the origi- 
nal layout and speedily run off. It is 
now also possible, through the use of 
color developers on the machine, to 


& 





add color to the layouts—a valuable 
sales aid in dealing with an advertiser. 

The machine also makes it possible 
to quickly produce extra duplicate lay- 
outs for the salesman to distribute 
among dealers of local distributers to 
obtain dealer “‘tie-in.’””’ The pIspATCH, 
first American newspaper to install 
such a machine for this purpose, re- 
ports that other newspapers have called 
on them to observe their system and 
have recently installed similar ma- 
chines themselves. 

For more information and free lit- 
erature, Circle number 553 on _ the 


Reader Reply Card. 
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"'Merry-go-round”’ filing 
increases efficiency 50% 

The “Motorack,” a mechanized Lazy 
Susan that brings files to clerks instead 
of clerks to files, has accounted for in- 
creases up to 50% in the efficiency of 
United Air Lines reservations agents 








handling customer phone calls, accord- 














DICTATING MACHINE 





drives Dispatch 
to 


Your Dictation 


Completed dictation never accumu- 
lates on a Voice-Master. Anything 
you dictate, long or short, can be 
passed along for immediate typing. 
The reason — You dictate on re- 
usable magnetic discs. It costs 
nothing to use an entire disc just 
for a single memo. So stack a day’s 
supply of discs on your Voice- 
Master, use them as you need them. 
And with the Voice - Master, you 
erase dictation errors just by talking 
over them. Your secretary can 
transcribe this perfect dictation 
faster than her own shorthand. 

In many other ways, too, the Voice- 
Master makes letter-writing easier 
. . . faster . . . cheaper. For the 
full story, mail the coupon today. 


MAGNETIC pisc DICT ATION 


“7 LETS YOU 
CHANGE, 
youR MIND 






Magnetic Recording Industries 
30 Broad St., New York 4, N. Y. 


Please send me complete information about the 
Voice-Master. 


NG cacti 
Company 
Address 


MAGNETIC RECORDING INDUSTRIES 





ae 





30 BROAD STREET, NEW YORK 4, N. Y. 





(Circle 579 for more information) 
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{Martin P 5M-1 Marlin flying boat, 
y'S newest anti-submarine weapon. 


at the GLENN L. MARTIN COMPANY... 
it’s the REMINGTON 


Llbtlii-Conomy, 


typewriter for their 


CORRESPONDENCE 
SPECIFICATIONS BLUEPRINTS 
CHARGE ORDERS BILLS OF MATERIALS 
PARTS LISTS 
MATERIAL REVIEW REPORTS 
QUALITY CONTROL LOGS 


GROUND AND FLIGHT LOGS 


DATA SUMMARIES 





Remington Electri-conomy Typewriters 
at work at the Glenn L. Martin Co. 


7 Mtand 
Memingtor. THE FIRST NAME IN TYPEWRITERS 





A veritable stream of paperwork starts flow- 
ing the very second Glenn L. Martin Com- 
pany receives a contract to design and build 
a plane. Preparing all this paper may well 
be compared to the actual building of the 
plane ...standardization, quality, accuracy, 
uniformity and interchangeability are all of 
paramount importance. That’s why you will 
find Remington Electri-conomy typewriters 
at work throughout the Martin plant in 
Baltimore. 

Increased typing production . . . hand- 
some, uniform typescript...16 or more crys- 
tal clear carbon copies at one typing... 
sharp, clean stencils... and a new high in 
operator morale because of its amazing 
electric ease of operation are just a few of 
the many Plus-Values to be experienced 
with the Electri-conomy. 

Send for FREE Booklet, “raAKE A LETTER” 
(RE 8499). Address requests Room 2423, 
315 Fourth Ave., New York 10. 
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ing to B. B. Gragg, director of sales. 

The new device consists of two belts 
suspended horizontally, one above the 
other, and driven by electric motors 
(see cut). Sixty rectangular plastic files 
are attached to the upper belt, 66 to 
the lower. Files are marked by con- 
secutive days of the month. Each file 
holds 13 card charts on which reserva- 
tions are recorded. Each card chart 





bears the flight number of a trip de- 


parting on the day designated on the 
file. 

Fourteen reservations agents _ sit 
around the Motorack, answering phone 
calls. They have three toggle switches 
at hand to control the belts. One switch 
moves the top belt right or left, the 
other moves the lower belt right or left, 
and the third halts either belt at will. 
Agents are equipped with telephone 
headsets. A modulated signal in the 
ear-piece, audible only to the wearer, 
informs them of incoming calls. 

Suppose a prospective traveler calls 
United’s reservations offce in Denve 
and requests space on Flight 628 to 
New York on October 27, The agent 
receiving the call pushes a toggle switch 
and the belt on which the October 27 
file is attached spins around. When the 
file arrives in front of him, he halts the 
belt, removes the card chart for Flight 
628 and writes the passenger's name 
and other data on it. This takes only a 
few seconds, in contrast with less ef- 
ficient methods previously used. 

What happens when an agent halts 
a belt? Do others sit idle awaiting their 
turn? As it actually works out, agents 
grow so adept in Motorack operations 
that they can pluck any particular 
chart from a file as the belt spins past 
carrying a different file to anothe 
agent. 

What happens when two agents want 
the same file at the same time? In an 


methods 


arrangement of 126 files covering 63 
days, the odds against simultaneous 
need for the same file by two agents are 
better than 4,000 to one. When it oc- 
curs, one agent yields to the other and 
waits several seconds for his turn. 

Motorack files permit diverse ar- 
rangements. They are easily modified 
to conform with the varying number 
of Mainliner flights at different cities 
on United’s 13,250-mile system. 

Two Motoracks, for example, would 
be practical at a city which has 24 
westbound and 26 eastbound  de- 
partures scheduled daily. In this case, 
the top belts of each Motorack might 
be used for westbound trips, the lower 
belts for eastbound. Two files, contain- 
ing a total of 26 card charts, would be 
allotted for each day’s westbound trips, 
two for each day’s eastbound trips. Fil- 
ing space thus would be available for 
60 upcoming days of westbound 
reservations and 66 days eastbound. 

Motoracks are installed at United’s 
reservations offices in Vancouver, B. C., 
Portland, Seattle, Salt Lake City, Den- 
ver, Omaha, Detroit, Cleveland, To- 
ledo, Philadelphia and Boston. The 
devices were expressly developed from 
the company’s medium-sized reserva- 
tions offices. Different methods are used 
in handling the heavy volume of space 
requests at New York, Chicago and 
other chief terminals. 

Under license for United, Motoracks 
are being manufactured for general 
sale. 

For more information, Circle num- 
ber 556 on the Reader Reply Card. 
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Tool inspection record 
offers greater control 


One important problem faced by in- 
dustry is the keeping of gauges and 
tools inspected periodically to insure 
that tolerances are being maintained. 
If through wear or lack of periodic 
check-up tolerances become too great, 
a vast amount of material may turn 
into scrap as it is finally caught by in- 
spection. Generally, at inspection it is 
too late to replace or re-work the ma- 
terial or replace the gauge or tool, and 
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NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases on a 
Standardization Basis. One Book of Coupons covers in one Brand 
your entire needs of Carbon Paper. 


Ist: 


2nd: 


3rd: 


MAIL TODAY 
PLEASE Firm. 


THANKS 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN, Will not rollmark on any machine. Copies will not rub, easy 
erasure, makes 5 copies on 24-lb. legal paper. Tops for Accountants or for 
Executive or Drafting Depts, where positive cleanness is a must. Once used, 
all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on 
paper used. This Carbon is perfect for regular Correspondence Depts. or for 
all systems of Purchasing or factory orders where medium weight white or 
colored forms are used. This carbon is exceptionally clean; also, the black 
coating on the paper will outwear the tissue it is on and that tissue is the 
strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a 
necessity. Some firms are making 25 Copies at one operation on an I.B.M. 
Machine. IF used on Standard Typewriter with hard platen 20 copies can be 
made at one time if 10-lb. glazed finish Onion skin tissue is used. This carbon 
paper is superior for manifolding on all soft or manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Mail Direct To MET 
Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. 


Please send Free, without any obligation, samples as above to: 


(Circle 536 for more information) 
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PRODUCTION METHODS APPLIED TO OFFICE PROCEDURE 


Low cost mass production in the U. S. is the greatest and most efficient in the world. The 
basic reasons are: 

1. Imagination 
Transferring of new ideas first used in one industry to many. 
. Refusal to say or think “Our business is different.” 

. Relating all operations to Time — and cost of time. 

. Analyzation of every operation to study the possibilities of elimination. 

. Putting the multiplication table to work on seconds in terms of hours, months, years. 

. Combining operations by hand or by machinery. 

. Bringing the work to the operator wherever possible. 

9. Never condemning an idea until it has been tried. 

10. Recording for future use — what is impossible today may be workable tomorrow. 

11. Placing the initial investment in proper relation to the ultimate savings. 
These principles can be used equally well in the record and paper work of any organization. 
We would add one more principle in office work; i. e., 


on AY & Yb 


12. The minute saved on a clerk at $50 per week is .025¢ — the minute saved on an executive 
at $10,000 per year is .10¢ plus .025¢ — add 100% overhead and it becomes .25¢ per 
minute. 


THE MOST CARTOONED OFFICE OPERATION 

The most cartooned office operation is the 4-drawer file, the file clerk, the ludicrous physical 
gymnastics she must perform, and the errors she makes. File clerks, and competent girls going 
into business who would make excellent file clerks, all have the ability to read, and do read. 


PERSONAL DIGNITY 

Every individual, regardless of rank or station, endeavors to protect his or her personal 
dignity. If not, why do so many prefer office work at far lower pay than they would receive 
in a plant? PERSONAL DIGNITY! 

The study of a girl filing papers, or the actual filing of papers, will convince any executive 
that the gymnastics — pull, push, stoop, stretch, squat, kneel — leave much to be desired 
in the way of PERSONAL DIGNITY. 

Several weeks ago the writer was with an executive at a meeting. He took violent exception 
to the idea that a filing girl ever got on her knees to file correspondence. After the meeting, 
going back to his office, we went through his secretary's office. There, on her knees filing papers 
in a bottom drawer, was his secretary. 

In a very large public utility they have a very thick pile carpet in front of a row of 22 drawer 
tabulating files. This was provided to allow the girls to sit or kneel on the floor to file. 

Have you ever noticed that advertisements for files always show a beautiful girl standing in 
front of a four-drawer file, easily pulling a file OUT OF THE SECOND DRAWER? She is 
never stretching over the top drawer or squatting or kneeling over the bottom drawer. The 
Wassell Organization, Inc. is the first manufacturer to advertise showing the file clerk filing 
at all four drawer levels. 


EMPLOYMENT OF FILING CLERKS 

Today, the girl who takes a job as a filing clerk soon finds out that she doesn’t want it. 
Other girls take it as a fill-in until they can get a better job elsewhere, or only on condition 
that they will get the next job available. This spells TURNOVER — new hiring, training, 
errors — and higher costs. 

Good trained filing clerks are almost impossible to employ — 

Good trained filing clerks you have want another job or, if they know it, can secure a job else- 
where as a Supervisor of Filing without the strenuous work. 

The poor filing clerks you have will stay with you and CONTINUE to make errors. 


ASK YOURSELF... 

. . . with these actualities in daily existence countrywide, would you choose FILING? 
Wouldn't you say to yourself, “There must be a better way” 

Now there is a better way! 


PAPERS THAT ARE FILED 


Agreements — contracts — correspondence — customer orders — quotations — duplicating 
masters — purchase orders — mill orders — acknowledgments — shipping notices — invoices 
— statistics — sales reports — 

When an executive reads over this list he realizes that these are the core — or the hub of his 


business wheel. Only when he wants to refer to correspondence and it is misfiled, an agreement 
is lost, or a customer calls desiring immediate information on an order and it can't be found 
.. . does he suddenly realize that the filing of papers, workable files and good file clerks are 
a grim necessity rather than a necessary evil. 


WHY DO ERRORS OCCUR? 
With any result there is a reason — eliminate the reason, and you eliminate the result. 
Every human soul has a personal dignity they would like to protect. Yet... 


1. Over a period of years the job of filing has been looked down upon by the file clerks, 
influenced by those around them and their predecessors. 


2. The minute they accept a filing job they think in terms of stepping into another. 


3. Offer an applicant one of three jobs, among them a filing job. If she has ever filed, she'll 
pick another job. 


4. Even secretaries, with a small amount of filing, abhor the job and put it off. 

5. Turnover in good filing clerks is among the highest in office employees. Poor filing clerks 
are a very expensive luxury, in executive time cost, as well as costs from wrong decisions based 
on wrong facts. Turnover in good experienced employees is always costly. 

6. Any good, and sometimes inferior file clerks, can secure a job at higher pay and less work. 
7. Since 1893 every other office operation has been bettered. The bookkeeping machine for 
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New Savings - New 
Efficiency Are Yours - 
With The First Major 
Improvement In Filing 
Methods Since 1893 - 


CORRES-FILE 


@ Takes Filing Clerks out of the laboring class 

® Saves at least 50% on filing costs 

® One Corres-File equals 3 4-drawer files — no extra space 

@ Changes the filing clerk's menial job of physical labor and 
gymnastics to a DIGNIFIED DESK OPERATION 

@ Eliminates carrying and lifting correspondence 


Corres-File consists of 4 or more independently rotating 




















































































tiers that turn at a finger touch to bring the work to within 
6 inches of the operator. Installed in batteries with a moving 
desk-chair unit (as shown at right), Corres-File gives you an 
amazingly simple and efficient filing system for any size card 
or record, that pays for itself in time and money saved. 


WE ARE THE ONLY FILE MANUFACTURERS TO SHOW FILING AT ALL FOQR F 





Bottom Tier — the tier is easily Second Tier Filing — still in the 
rotated to position and filing pro- same comfortable seated position, 
ceeds from desk to file. Compare girl files from desk without pull- 
this to old-style filing. ing, pushing, stooping. 
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Third Tier Filing — again a 
gentle pressure brings the work 
to the operator. Filing is done 
from 6” — no reach or strain. 
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With Corres-File the actual work space is 4,206 cubic 
inches — with 12 old-style drawers the space is 51,034 
cubic inches. So Corres-File actually eliminates 91.8% of 
the actual work area. 


CORRES-FILE HOUSES ANY SIZE CARD OR RECORD 


Any record — from tabulating cards up to 
correspondence folders can be housed in 
Corres-File units, giving you new speed 
and efficiency in your filing operation. And 
Corres-File takes the existing record — 
there’s no need to transfer to special cards. 







AVAILABLE IN DESK MODELS 


The Double Pedestal Desk Rotor-File 
shown at the left holds from 10,000 to 
100,000 standard 6” x 4” record cards for 
split-second filing, posting and reference. 
One or two clerks can operate this unit. 
With Desk Rotor-File you get the conven- 
ience of full desk operation at the highest 
possible filing and posting speed. Holds any 
size record or card, or any combination. 

















bookkeepers, the adding machine, the duplicator, the calculator, the office chair, the visible 
file, types of ledgers, etc. What has been done for the file clerk? 


WHY ... is the GOOD filing clerk a major problem and hard to secure? 
1. DIGNITY is absolutely absent from the job. Many will sacrifice pay for personal dignity. 
2. GREAT PHYSICAL LABOR = for example: a file clerk has 12 files or 48 drawers of cor- 
respondence and files a minimum of one papér in each drawer 250 days of the year. 
1 drawer (60 Ibs. pull, 60 Ibs. push) — 120 Ibs. 

48 drawers per day — 5,760 lbs. (3 tons) 

250 days per year — 1,440,000 Ibs. (720 tons) 
3. In doing the work, her body, to pull and push these drawers, is in eight different positions 
of muscular strain (four each for push and pull) 12 times, or a total of 96 in 12 cabinets. 
4. Additional physical labor is involved in tight files. 
5. Additional physical labor is involved in the paper and files carried. 
6. Additional physical effort is involved in pedestrianism. Pedometer tests show that in one 
filing room the girls averaged 3% miles per day for a period of 3 weeks — in working time 
only. Since average walking in the U. S. Army is three miles per hour, this means i hours, 
leaving 5% hours out of a 6% hour working day. 
With this analysis of a File Clerk’s job, is there any wonder that with this 75% PHYSICAL 
and 25% MENTAL expenditure of energy that errors occur even with the most intelligent 
and experienced brain — or that they occur on a GREATLY INCREASED SCALE FROM 
2:30 P. M. ON? 


PAPERS FILED VS. RECORDS POSTED 

Great stress is placed on record posting equipment. Visible files are purchased. Card records 
and guiding of the latest type are installed. Desk heights are stressed. Chairs are studied for 
exact height, fit, aeration, etc. But when it comes to the file clerk the usual plan is to give her 
a milking stool, a file clip to fasten to the drawer, a batch of papers, and away she goes. Yet 
as a matter of actual fact, far more sheets of paper are handled in business today than record 
cards. We will take purchases as an example: 

For every item in a purchase record, each purchase involves filing, pulling and re-filing five 
to fifteen individual papers — requisition, requests for quotation, purchase order, acknowledg- 
ment, shipping notice, receiving slip and invoice. Three to twelve purchases may be made 
per year, making a total of 15 to 180 pieces per item. 

Starting with the writing of the first requests for quotation, each time the individual order 
is written it is handled by three to six people — the typist, the checker, the office boy or carrier, 
the sorter and the file clerk. Each time an order progresses or a stage is added, the operation 
is reversed from the file, then back again. 

Although not literally true, since a number of sorted papers might be filed in the same file 
drawer at the same time — on the basis of one item only, one order would call for 15 to 180 
pulls and pushes of a 60 Ib. drawer in one year — or the movement of 21,600 Ibs. or over 10 
tons of paper — to handle the orders of one inventory item. 

Other departments have the same filing problems as purchasing. 

Shouldn't PAPER FILING have the same consideration as RECORD FILING? Since these 
papers are the medium of posting and the basis for the authenticity of the record, they are just 
as vital and their proper and efficient filing are just as important. 


EFFICIENT PAPER FILING EQUIPMENT .. . a vital necessity! The first step in changing 

the conditions surrounding paper filing was to produce a paper file that would: 

1, Eliminate all pulling and pushing of drawers by eliminating the drawer and the physical labor. 

2. Eliminate the eight-hour a day “‘sitting-up” exercises of stretching, stooping, squatting and 
kneeling — all the awkward, tiring positions necessary to file in the old-style 4 drawer file. 

3. Add the same personal dignity to the work of filing as exists in other operation and attract 
competent brains instead of everchanging beginners to efficiently handle the hub of the 
wheel of office work by PLACING THE FILE CLERK IN A SEATED POSITION AT 
A DESK WITH 98% OF PHYSICAL LABOR ELIMINATED. 

4. Eliminate pedestrianism or floor walking. 

5. PLACE RESPONSIBILITY and thus measure efficiency. Study possibilities of Unit 
Operation by combining all operations now being handled by several people — such as 
typing, checking, sorting and filing — and place them all in the hands of one person. 

6. SPACE . . . do all of this in the same or less space than is now occupied. 

CORRES-FILE DOES ALL THIS 

A study of the mechanical operation of Corres-File, its simplicity, its elimination of gymnas- 

tics and phvsical effort, its versatility in planning office operation will convince you that AT 

LAST AFTER 60 YEARS the operation of filing has come up to par with other office operations. 

At least a fifty per cent saving in labor can be achieved and the even greater saving in executive 

time now spent in waiting for files and papers to reach their desks. 


I'm interested in finding out more about Corres-File — and what it can do for 
us. Please send complete information — no obligation, of course. 
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WASSELL ORGANIZATION, INC. 
Westport 9, eee 


“Effective Tools for Effective Management'’ 
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“The attendance figures 


have just come up... 


Nowadays radio and TV reporters 
announce the attendance figures early 
in the game ...and not “estimated” or 
round numbers, either. 

There’s no crystal ball or second 
sight required. The figures are correct, 
fresh from the office of the ball park... 
because the tickets are now counted 
accurately on the Tickometer—500 to 
1000 per minute! 

Hand counting of stubs used to 
take many man hours, but now one 
person anda Tickometer can tally even 





PITNEY-BOWES 


Tickometer 


Counting & Imprinting Machine 


Offices in 93 cities in U.S. and Canada. 


99 


the largest gate in a couple of hours. 

Banks and hundreds of other types 
of business use the Tickometer to count 
checks, bills, tags, coupons, and job 
tickets, paper forms of every kind 
—eight to ten times faster than 
counting by hand. Whole or 
partial counts are shown on 





visible registers. ..Can be 
equipped to imprint, date, 
endorse, rubber-stamp, 
cancel or code items as == 
they are counted. 

The Tickometer replaces tedious 
hand-counting, gets results quickly, 
saves time andmoney... Rented, never 
sold, the Tickometer requires no 
investment...is serviced in 93 Pitney- 
Bowes offices. 

Call the PB office nearest vou fora 
demonstration, or send the coupon 
for free illustrated booklet. 








1 PITNEY-BOWES, Inc. 

' 4502 Pacific St., Stamford, Conn. 
' 

! Send free illustrated Tickometer booklet to: 
' 

: Name 

' 

' 

| Firm 

' 

' 

t Address 
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still meet production schedules. 

Fhompson Products Company ol 
Cleveland, Ohio has devised a system 
of follow-up that will closely control 
the inspection of every gauge or tool 
requiring close tolerances used in thei 
production. This follow-up is flexible 
enough to govern all tools and gauges 
regardless of their variations and fre 
quency of check or their usage. The 
system is also versatile enough to con- 
trol the proper pick-up and return of 
tools and gauges to their proper loca 
tion regardless of where they are lo 
cated in the plant, with the least time 
loss in travel. 

A seemingly complex problem is 
solved simply and efficiently with a 
visible two card record-keeping system 
housed in visible-vertical units. The 
two card system is comprised of a mas- 
ter card with its visible margin used 
to indicate the day within the week 
or month inspection is to be made. 
A record of inspection and disposition 
is also kept on this card. 

The second card is the tool or gauge 
location record. This card, because of 
its automatic routing and_ signaling, 
saves minutes and hours of travel time 
for the tool pick-up man and _ provides 
for immediate rerouting of tools that 
have passed inspection. It also gives 
absolute control of tools or gauges re- 
quiring repairs, re-work or replace- 
ment. 

The two cards, filed one within the 
other through the use of a pocket on 
the master card, enable the entire sys- 
tem to operate without any posting at 
the files. Every action is governed by 
a signal for follow-up and the auto- 
matic routing and signalling factor of 
the location record. The only main- 
tenance necessary is the movement of 
the signal on those tool or gauge rec- 
ords that require a variation in the 
inspection period. Housed in_ their 
record keeping units, up to 11,000 rec- 
ords per hour can be visibly checked, 
reducing to minutes the time necessary 
to select the items needing attention 
and to insure that every tool or gauge 
requiring attention is inspected on the 
date scheduled. 

A detailed copy of this Tool Inspec- 
tion System is available upon request. 
Circle number 547 on the Reader Re- 
ply Card. 
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Handy hand stamp for mark- 
ing and addressing shipments 








A hand stamp stencil duplicator has 
been found to be one of the most 
economical and practical means of 
marking and addressing tags, labels — 
in addition to its use in marking di- 
rectly on boxes, cartons and packages. 

For fast, accurate copies in a matte 
of minutes, all you have to do is type, 
write, trace or draw on the stencil— 
afix it to the duplicator—and print as 
many as 1,000 copies with one stencil, 
one inking. Being of the rocker-type, 
the duplicator combines the mechani- 
cal advantages of the rubber stamp and 
the rotary-type duplicating machine. 
Like the rubber stamp, it stamps clear, 
distinct copies on any flat or cylindrical 





Put it to work on 
your mailing list 


fase Md 


The original spirit process addresser 






















Two 
MODELS 


$24.50 and $44.50 
Fed. Tax & Supplies Extra 
(Slightly higher on West Coast) 






Address envelopes, cards, circulars, 
quickly and efficiently. Prints from 
paper tape prepared on your own 
typewriter — NO STENCILS — NO 
PLATES. Simple and easy to use 

saves time and money. Over 30,000 
sold in past two years. Ask your dealer 
for a demonstration or send coupon. 





NO STENCILS —NO PLATES 
Master Addresser Co., 6500-F West Lake St., | 


Minneapolis 16, Minnesota. 


Please send complete information and | 
name of nearest dealer. 


Name i 
Address | 


. oe Zone___State - J 
RR RMON RS TEE MS RAS SRE NR SEE 


(Circle 563 for more information) 
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porous surface — paper, cloth, cor- 
rugated board, wood, postcards, ship- 
ping cartons. Ink is self-fed from with- 
in the duplicator, as in the rotary-type 
duplicating machine. Ink flow is uni- 
form throughout the printing surface, 
assuring sharp reproduction of all 1,000 
copies. Since ink dries through the pro- 
cess of penetration, the copy is a perma- 





follow the 
green light te 
quicker filing 


THEY HANG! a | 
STRAIGHT! That's , 


the principle which i 
has revolution- , 
ized modern filing. 
Every folder in draw 
er is accessible — 
quick to get at. Need 
a front folder? Find 
it! Looking for a 
back folder? Find it! 





Folders hang 
on frame! 





¥ Frame fits in 







Pendaflex folders file drawer! 
slide speedily for- = 
ward and backward es —— 


in drawer; whisk 
other folders away; | 
instantly select the | @ 
folder you want. ;S2 

Instant 


“ie, | r 
Nie reference to 
every folder! 
Write today for 


TRIAL DRAWER test to: 


on frames. You reach | 











| Oxford Filing Supply Co., Inc. I 
. 84 Clinton Road, Garden City, New York 
| NAME | 
| | 
| BUSINESS ADDRESS — 
| I 
CITY STATE 
& —_— ee ee cee ee eee ee ee eee Gee eee eee — eee ee ! 
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nent part of the material printed and 
will not run or smear. The hand stamp 
is non-mechanical, has no moving 
parts and is ruggedly constructed of 
non-corrosive metal. Ink pads are re- 
placeable. 

Pre-cut or prepared stencils are now 
available for use on these hand dupli- 
cators, in addition to the regular sten- 
cils, whereby borders and complete 
“TO” and “FROM” forms are already 
pre-cut into the stencil and only need 
to have the information for individual 
orders filled in before printing—replac- 
ing in many instances both tags and 
labels when the marking is done di- 
rectly on the box or package. 

Outfits range in size from a set for 
reproducing signatures, addresses, etc. 
to a large kit for reproducing bulletins, 
office forms or anything up to letter 
size. Each outfit comes complete with 
its accessories in a carrying case, Special 
combination outfits are also available 
which contain all the equipment neces- 
sary to print small and big jobs. 

For more information, including free 
literature and prices, Circle number 


548 on the Reader Reply Card. 
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Integration of two machines 
speeds remote verification 


By combining a motorized push-but- 








ton controlled card finding system with 


facsimile transmission equipment, 
highly accelerated signature verification 
efficiency is now possible. The new 
system has recently been installed by 
the County Trust Company, a large 
branch banking operation in Westches- 
ter County, New York. Under the 
new arrangement, a customer of any 


one of the bank’s numerous branches 

















\ more and more secretaries prefer 


. SoundScriber / 


ie : 


DICTATING EQUIPMENT y. 








Winner of Fashion 
Academy Medal 
for beauty of design. 


Exclusive “Television Indexing” makes 
transcription as effortless as glancing into your 

compact. No irritating index strips. No straining to hear 
. . . reception’s bell-clear. No hair-rumpling headbands. And 
SoundScriber saves so much time for you and the Boss. He dic- 
tates when he’s ready, you transcribe to fit your schedule. Both 
of you get more done, faster, with less effort than ever! 


The coupon is your first step toward becoming an even better 
secretary. Mail it today. 


Only SoundScriber Offers You: 









. Automatic On-the-Disc Indexing SoundScriber Corp., Dept. MM10, 


. Two Arm Flexibility. New Haven 4, Conn. 


1 
2 
3. Mail-Chute Size Discs. 
4 





Please send me Motion Study Chart. 


. “Television Indexing”. 


. and it’s the only dictation 
disc useable on long-playing 
phonographs—it’s 333 rpm. 


SEND TODAY 


(Circle 540 for more information) 
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THE WORLD*S LEADING DUPLICATOR 
SPECIALISTS SINCE 1881 


TZ) 
proudly present the 
MODEL 180 DUPLICATOR 


with the 
NEW BIGGER 
PRINTING AREA 


Taking all paper sizes 
from 
3"x5" to 14x17" 


The Gestetner 180, the stencil dupli- 
cetor featuring double-legal printing 
area, incorporates many outstanding 
features ensuring easy, clean, and eco- 
nomical performance. 








Changing from very large to very 
small work is done simply and quickly, and the vacuum inking system — 
an exclusive Gestetner feature — provides even, controlled distribution 
of ink, regardless of the size of copy. 


The 180 model can easily be adapted to print from either Legal or 
Double Legal size Stencils. This allows for the preparation of double 
legal work on a standard typewriter. 


Designed and built by Gestetner craftsmen, the 180 is indispensable 
in offices and shops where there is a wide range of duplicating to be 
done. As with all Gestetner models, a full die-cut and photostencil 
service is available. 


FOR FULL DETAILS AND SAMPLES OF WORK DONE ON THE MODEL 180, WRITE: 


Geille DUPLICATOR CORPORATION, 
50 McLean Avenue, YONKERS 5. NEW YORK 
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SOMEBODY STEAL YOUR REPLY CARD? 





READER REPLY CARD (0) 
Mesogemest METHODS AUGUST 1952 (not geod efter 11-15-82) 
Circie bey members for turther 


Has the Reply Card in this issue of METHODS been 
used by somebody else? Every month, a few hundred 
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readers write us letters complaining that the card was 
missing when METHODS was passed along to them. 
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Any time that happens to you, just jot down on a mane 
Meme Tite 


piece of paper “I would like more information on the | == 


following numbers:” Please be sure to give us your | ——— 


5 City One fate 
name, companys name, total number of employees, acs 





























address and your job title or function. 


Mail to Reader Service Department, Management METHODS Magazine 
141 E. 44th Street, New York 17, N. Y. 
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can go into any branch to cash a check 
and be promptly served since the bank 
has installed equipment which permits 
facsimile transmission of the signature 
from a controlled file to branches. 
This speedy service is guaranteed 
through the use of two machines: a 
motorized card filing system which pre- 
sents the desired customer’s card to the 
operator in the average time of three 
seconds; and second, an electronic scan- 
ning and transmission device which 
utilizes a direct telephone wire to trans- 
mit an exact facsimile of the custom- 
er’s signature to the teller in the branch. 
The system is applicable to many op- 
erations beyond banking. A depart- 
ment store could use it for signature 
verification. Manufacturing and whole- 
sale businesses could use it for inven- 
tory controls, reporting, and ordering. 
For more information, Circle num- 
ber 561 on the Reader Reply Card. 
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Choosing the proper size 
floor scrubbing machine 


With high wage rates and the prob- 
lem of scarcity of good maintenance 
people, many progressive firms are pur- 
chasing floor scrubbing machines to 
do all the scrubbing and_ polishing. 
With this type machine, one man can 
do a far better job of floor maintenance 
in far less time than normally. Further- 
more, machine polishing saves on wax 
and reduces the need for frequent re- 
waxing. 

The prospective buyer is confronted 
with a number of models. ‘Too small a 
machine won't do the job, while too 
large a machine is a needlessly high in- 
vestinent. 


Here’s a good rule to follow: 


Floor Area Suggested Size 


Up to 750 sq. ft.—light.... bag 
i 9 ae: ae Pad 
MP MPD OH, TE. weenie 14” 
5000-10,000 ee 16%” 
10,000 sq. ft and over...... 197 


Fora copy of a free 44 page mainte- 
nance manual and more information, 
Circle number 570 on the Reader Re- 
ply Card, 











(ADVERTISEMENT) 


NEW PATENTED PAPER 
WITH 
REMARKABLE ERASURE 
QUALITIES 


Under the trade name EZE- 
RASE, the Millers Falls Paper 
Company has just marketed a 
new paper with remarkable era- 


sure properties. 


The manufacturer is offering 
a free test kit of this patented 
paper, in both onion skin and 
bond, to readers of this maga- 


zine. 


Corrections in typewritten 
copy can be made quickly and 
easily with an ordinary pencil 
eraser and words brush off 
quickly and easily, leaving no 


smudge or messy marks. 


EZERASE means the elimina- 
tion of spoiled sheets as a result 
of typing errors and the mak- 
ing of important savings in 
transcription time. In addition, 
EZERASE paper costs no more 
than ordinary good quality 
stock. 


For a trial packet of 100 
sheets 8!/, x ||! Substance 16 
lb., send 60c directly to the 
Millers Falls Paper Company, 
Millers Falls, Massachusetts. 


or 


For the free kit offered by 
the manufacturer, circle the 
number indicated below on the 
Reader Reply Card. 


(Circle 584 for more information) 
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wo USE 
LOOKING, 


1 OSCAR YOU 

MW can'T SEE MY 
PAYCHECK 

FZ, THROUGH THIS 


‘OUTLOOK’ 
ENVELOPE! 





PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate the time and expense of address- 


ing, also chances of making errors. 


Paycheck “Outlook” Envelopes are abso- 


lutely opaque; essential 










when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 
tions. 


Send for Samples 
and Prices Today 


(Circle 511 for more information) 





NEW ROUND 


‘‘OPEN-RING’’ 


RUBBER BANDS 


cost no more 
than old 
oval type 









@ EASIER TO PICK UP 

@ QUICKER TO USE 

@ SAVE TIME AND MONEY IN 
ANY BANDING OPERATION 

@ PURE CRUDE RUBBER 

@ STRONG ALL AROUND 


lA. 


S OFFICE \ thet Outer 


New paper shredder handles 
small size documents 


A new model of a paper shredder 








is able to reduce postage-stamp size pa- 
pers to fine, dustless shreds through the 
addition of a conveyor belt, geared to 
and synchronized with the rotary shear- 
ing assembly. 

Cancelled checks, tabulation cards 
and checks, pharmaceutical labels, box- 
tops, premium coupons and_ small 
papers difficult to destroy by other 
methods, are processed smoothly and 
quietly. 

Slightly larger than a standard type- 
writer, (see cut) the new machine can 
be moved easily around the office. For 
safety, all moving parts are enclosed 
and a simple switch control eliminates 
the need for skilled operators. Mainte- 
nance is negligible. 





In addition to shredding small pa- 


pers, it renders into unreadable shreds 
confidential documents, obsolete rec- 
ords, and other papers which must be 
safeguarded from unauthorized uses. 

It can also be used for the conver- 
sion of waste paper into packing mate- 
rials. ‘The resulting shreds are free 
from lint and litter, and retain the ten- 
sile strength necessary to support 
packed articles. 

For further information, Circle num- 
ber 574 on the Reader Reply Card. 





Do you know of a better method 





The First 





OFFICE DICTATING 
SYSTEM Using 


Magnetic Tape Is 
Now Available! 


Efficiency to the Nth degree . . . designed solely to 
reduce dictating and transcribing costs to a minimum 

. these are the outstanding reasons why the Permo- 
flux Scribe is fast becoming a leader in the field of 
office dictating systems. 


The Scribe 1s the first and only dictating system to 
employ a far superior medium of recording the human 
voice. The high fidelity of magnetic tape makes every 
word of dictation syllable-clear. 


There are no slow-ups for corrections. They’re auto- 
matically erased as the dictator goes along. This 
means any typist can speedily transcribe absolutely 
error-free dictation. 


In addition, the reels of magnetic tape are enclosed in 
a snap-on magazine which allows split-second chang- 
ing from one Scribe to another. There are no adjust- 
ments to make . . . no tape to handle. 


Compare these high efficiency time saving features 
with any other dictating system. Actual records show 
that on the basis of 20 letters dictated and transcribed 
a day using the Permoflux Scribe, savings amount to 
sixty-five cents for each letter taken in shorthand and 
fifteen to twenty cents per letter when conventional 
dictating systems are employed. A few minutes dem- 
onstration will convince you. 


DEALERSHIPS AVAILABLE IN SOME CITIES 








FEATURES 


Automatic back- 
spacing 


Accurate time 
indexing 


Error-free 
dictation 


Magazine load 


Tape used 
indefinitely 


USES 
Office Dictation 
Conferences 
Sales Meetings 


Telephone 
recording 


Many others tor 
office and shop. 


SEE SCRIBE AT THE N. Y. BUSINESS SHOW, BOOTH 316 











Send for trial order or samples now. h h , 4 4 dag MAIL Scribe Corp. OEPT. M52 
Sree hay ecceno--- that ge? a pro ge! THIS | 2835 North Kedzie Ave., Chicago 18 tl. : 
Alliance, Obi/or/Sldll, Lovian 3 or saved money for your firm? 1 Please send me complete information about SCRIBE. 
5 Oe ie Sr Bete Pettey | It May Be Worth COUPON pron 
mer Samples, Prices. $25.00 TODAY! | th ae 
' ‘ Pe ee re ee en ye 

AGREEES See Page 4 | City ; a eee a ! 
ee eee ee : . ’ 





(Circle 581 for more informatiox 
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method 


month 


Editor's Note: Here's another example 
of the amazing versatility of the auto- 
matic typewriter. The machine discussed 
below is fed by a perforated tape. When 
applied to a billing operation alone, it 
more than amortizes itself in a relatively 
few months. At the same time, it is avail- 
able for fast processing of sales corre- 
spondence, direct mail, and a multitude 
of other routine typing operations where 
a "personalized" appearance is im- 
portant. 


This part of the invoice is typed manually. --* 


A tape of the description of each item 
is on file and is used to type this part 
of the invoice automatically. a 
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AUTOMATIC TYPEWRITER SPEEDS BILLING AND 


IS AVAILABLE FOR OTHER APPLICATIONS TOO 


You can cut invoicing costs in half 


A METHODS' CASE HISTORY 
User: Farm Bureau Cooperative Asso- 
ciation, Columbus, Ohio. 
Problem: A 
quired for each of 27 


separate invoice is re- 


major imple- 
ments sold to county cooperatives sO 
that when a cooperative buys a quan- 
tity of one implement, an equal num- 
ber of invoices must be prepared. Each 
includes the same detailed description 
and the same heading. Only the in- 


voice and serial numbers vary. Oc- 


casionally from 15 to 25 of these vir- 
tually identical invoices are required, 
although the average is 10. 

Before: The work was done on a book- 
keeping machine, each invoice being 
manually typed. 

After: When an implement is billed, 
the heading is typed manually. A tape 
of the description is on file and _ is 
placed in the reading unit to type this 





. 


245 NORTH. HIGH STREET 
COLUMBUS 16, OHIO 


THE FARM BUREAU COOPERATIVE ASSOCIATION, INC. 








DATE SHIPPER 


TERMS 9 Ganx 


INVOICE DATE INVOICE NUMBER 


MAR_19 51 _K 6521-0000 





F.o. 8. 


CAR INITIALS @ NUMBER 








snip TO 








TY SCRIPTION 





DATE ORDERED 








~ wee 








mee ro 


1,816.10 . 
40.95 “ 


163.60 oe 
43.80 ey 
26.25 : 


21 
—3.2 en 














COOP. 124-475-451 








part of the invoice automatically. The 
tape is returned to the file after use. 
When a cooperative buys more than 
one of an implement, necessitating a 
like number of invoices, the perforat- 
ing unit of the machine is turned on 
while the first invoice is being pre- 
pared. As a by-product, a tape of the 
This 
tape is placed in the reading unit to 
type automatically as many like in- 


complete invoice is perforated. 


voices as required. Stop codes pertor- 
ated in the tape automatically stop the 
machine for insertion of the variable 
information, 


Savings and Advantages: Mr. War- 
ren E. Wage, Assistant Purchasing 
Agent of the Farm Bureau Cooperative 
‘In checking 


‘ 


Association, 
with the Farm Machinery Division, | 


Inc., says: 


find the following to be true. 

“It is now possible to type and check 
25 invoices in the time formerly re- 
quired for the checking alone. This 
total time required is approximately 
25 minutes as to a time of 60 minutes 
when an accounting machine and cal- 
culator were used. 

“No personnel have been released 
since the installation of the new equip- 
ment, but all overtime has been elimi- 
nated at a great savings to the com. 
pany. All billings are kept current 
while under the former method quite 
a backlog of machinery billings often 
resulted during peak periods. I would 
estimate a savings of at least 100°, in 
the cost of preparing all machinery in- 
voices since the installation.” 


Personalized letters are 


Other Uses: 


being produced on the machine. 


methods 
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WHILE WAGES GO UP, YOU CAN BRING COSTS DOWN... 
TOP WASTEFUL MANUAL COPYING...USE OZ ALEDE 


For use in every department Ozalid gives you low-cost, high-quality 


for making direct copies of copies of anything printed, typed, writ- 

LETTERS REPORTS ten or drawn on translucent paper. You 

INVOICES ... CHARTS... the rate of up to 1,000 an hour... at less 
DRAWINGS! sens 1950 ae dali 










can make a single copy in seconds—at 





i 1 H H 
acest saneet et agsenneee | 





hd 


No more copying 
Py mel Tiiclilme click 


Growing reports 
ready for prompt 
distribution. 


NU iitelame 
consolidated report 


without manual 
transcription— 
use OZALID 
elt elitaeli- Medals lately 


Reports ready 
days earlier— 
for management, 


branches, examiners. 








SEE HOW OTHERS 
ARE SAVING WITH OZALID! 


ACCOUNTING. A big department store earns ad- 
ditional discounts by using Ozalid copies to pay 
bills the same day merchandise is received! 
INVENTORY CONTROL. An important drug chain 
uses Ozalid copies to keep an accurate, up-to-the- 
minute check on inventories! 

ORDER HANDLING. A wholesale hardware firm 
now finds that one girl can process 1,000 orders a 
day — nine times as many as before Ozalid! 


BILLING. A dairy found that one girl could pre- 
pare its regular customer invoices in two days. 
Before Ozalid it took twelve girls two days! 

PURCHASING. One manufacturer saves $8,000 a 
year with Ozalid in procuring materials alone! 


OPERATING REPORTS. A major airline saves 
$82.10 with Ozalid each time a flight report is 
prepared! 


PRICE CONTROL. A grocery chain gains speed 
and accuracy by copying price lists with Ozalid! 
PAYROLL COMPUTATION. One railroad saves 
$30,000 yearly computing payrolls by using Ozalid 
copies of train dispatchers’ reports to check against 
trainmen’s time record cards! 


DRAFTING. An air conditioning manufacturer re- 
ports that with the aid of Ozalid 50 draftsmen 
turn out the work of 68! 


PRODUCTION CONTROL. A large printing press 
manufacturer uses Ozalid to save two full weeks 
of paper work required for each production run! 





Pictured above is the newest and smallest Ozalid copying 
machine. The desk-top Ozamatic makes positive, ready-to- 
use Ozalid copies up to 16” wide, and any length you wish. 
Anyone can operate the Ozamatic with five minutes instruc- 
tion—and there are no messy copies, no dirty hands. Larger 
Ozalid machines also available for volume copying and 
larger originals (such as engineering drawings) up to 42” 
and 54” wide. 


TEP 
tS IN ip WAY 
— CCOUNTING REPOR cial 
PUBLISH Y THE OLD way = 7. Author ais ; aa se. J tuhbangnrnaen ‘ 
Oe Comptome xX X X 
0 ane 2. xX XX 
1. ter Check -------- x XXX eee uexe® 
2. Comptome for carbon coples - x xx XX : . xx xxx x X 
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2, Transcription ree : XXX XML KK HK KKM 
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1 Think of the savings } 
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fficient time- You ¢ ing cumulatiy 


4 pistribution 
OZALID! 
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Additions © 
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nly- 


jal statements» 


OZALID SPEEDS THE FLOW OF PAPERWORK ... CUTS CLERICAL 


I 


% = In Order Handling_ Extra OZALID Copies 
Mean Extra Dollars_Extra Efficiency 


ROUTE 





\ 
nf 


Fi 
8 
Vt 
4s 
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COSTS ... ENDS NEEDLESS CHECKING AND PROOFREADING! 


SOURCE 


Salesman fills out translu- 


cent order form, sends it 





to Order Receiving. 


ORDER FILLING 
~~ 


Order Receiving adds Cus- 
tomer File data, shipping 


information, number of 





invoices required. 


Merchandise ticket 
checked against goods. 





Original order (or ship- 
ping ticket) marked with 
actual shipment. 


Quantities checked — 
prices extended. 





Future copies always on 
hand when needed. 





OZALID COPIES 


Merchandise ticket 
(to warehouse or stockrooms) 


e Salesman’s acknowledgment 
e Accounting record 
e Customer acknowledgment 


e Packing memo 
e Delivery slips 


Shipping record 
Driver's copy 
Customer's copy 


e Accounting master record 
e Sales Analysis 
e Salesman’s copy (extended 


for commission) 


e Customer’s invoice 


e Duplicate customer’s invoices 


fo) o) (=e hell (ele) (= 


at every step from 


royal-Melae(-lamielaar 
ola Mmicelatstitiectals 


paper. 
JN | Mrelelel-Yo. 
Tahielanleiivels 
transmitted 


as work flow 
progresses. 


x 


Taleag-telt- mela] gota 


Speeds filling 
of orders. 


Speeds billing 
roy USS cel ant=) ey 











OZALID Branch Offices 
in these cities : 


Atlanta — Chicago — Detroit — In- 
dianapolis — Los Angeles — New 
York — St. Louis — San Francisco 
— Syracuse — Washington. 


e 7. s 
Distributors in these cities: 
Alexandria, La., Reproduction Supply 

Agency 
Amarillo, Texas, Browning Blue Print Co. 
Austin, Texas, Douglas B. Burton 
Baltimore, Md., Chas. W. Speidel & Co. 
Beaumont, Texas, White Blue Print Co. 
Billings, Mont., Selby Re-Print Co. 
Birmingham, Ala., The Re-Print Co. 
Boston, Mass., Spaulding-Moss Co, 
Buffalo, N. Y., Commercial Blue Print Co. 
Charlotte, N. C., Duncan Printmakers 
Cincinnati, Ohio, The Ferd Wagner Co. 
Cleveland, Ohio, City Blue Print Co. 
Columbus, Ohio, The Ferd Wagner Co. 


Corpus Christi, Texas, Nixon Blue Print 
Co. 


Dallas, Texas, Horn Blue Print Co. 

Davenport, lowa, Engineers Supplies 

Dayton, Ohio, The Ferd Wagner Co. 

Denver, Colo., Waterman & Co. and 
H. R. Meininger Co. 

Fernwood, Pa., Charles W. Speidel & Co. 


Fort Worth, Texas, Tarrant County 
Reproduction Co. 


ee Hawaii, Honolulu Paper Co., 
Ltd. 


Houston, Texas, W hite’s Distributing Co. 
Kansas City, Kans., The Drexel Co. 
Knoxville, Tenn., Knoxville Blue Print & 


Supply Co. 

Las Vegas, Nev., Las Vegas Blue Print & 
Photocopy 

Memphis, Tenn., Wray Williams Blue 
Print Co 


Milwaukee, Wisc., David White Co. 
Minneapolis, Minn., H. A. Rogers Co. 
Nashville, Tenn., Arrow Blue Print Co. 
New Orleans, La., Crescent Blue Print Co. 
Oklahoma City, Okla., Triangle Blue 
Print & Supply Co. 
Omaha, Neb., Omaha Photographic Labs. 
Philadelphia, Pa., Charles W. Speidel Co. 
Pittsburgh, Pa., C. B. Collins Supply Co. 
Portland, Ore., The Blue Print Co. 
Rockford, Ill., Fincham Industrial Co. 
Salt Lake City, Utah, Certified 
Engineering Supply Co. 
San Antonio, Texas, R. H. Holland Co. 
Seattle, Wash., Seattle Art & Photo 
Supply 














Toledo, Ohio, Toledo Blue Print & 
Supply Co. 

Tulsa, Okla., Triengle Blue Print & 

Supply Co. 





Spokane, Wash., J. Y. itt aieat Co. 


LARGE VOLUME FROM A SMALL MACHINE... 


HE OZAMATIC 


Just feed in your original, 
ordinary translucent paper. 
Any girl in your office can 
learn to operate in less than 





One quiet, speedy revolu- Here is your first copy in 
tion does the work. No re- seconds — clean, dry and 
typing, no proofreading, no 
dirty hands, no time-wasting 
five minutes. make-ready. 






IMAGINATION YOUR ONLY LIMITATION 


Here are some Ozalid “extras” that you can 
use in order handling or accounting: 


1, You can make a duplicate translucent 

original as easily as any other Ozalid 
copy. From this duplicate, additional copies 
can be obtained. By combining duplicate 
originals, of several reports, a composite rec- 
ord can be prepared without manual copying. 


2, You can color code your copies by de- 

partment, time, or destination. No ma- 
chine adjustments are required to change 
colors or sizes. 






















-~-- 
Send for FREE , Prt i 


Literature! 


(Circle 529 for more information) ! 


Cut Copying Costs...Use 


©ZALID. 


Johnson City, N. Y. A Division of General Aniline & Film Corporation. 


3, You can delete confidential or superflu- 

ous material without affecting the origi- 
nal, making copies of just the information 
you want disseminated. 


4, You can copy anything typed, printed, 

written or drawn on one side of trans- 
lucent material. If your original is opaque, 
you Can transparentize it—if it’s printed on 
both sides, use a simple, reflex step—then 
make copies. 


THERE’S A PLACE FOR OZALID 
IN EVERY DEPARTMENT! 


i D, ep = 
e t. a 
! J hnson Aniline MM. 
City, ny \ Film 
| Gen ¥. °'Porat;o 


COMPaNy il 
POSiTion ve 
City fp 







“From Research to Reality. ™ Ozalid in Canada — - Hughes Owens, Ltd. 


ready to use. Obtain up to 
1,000 letter-size copies per 
hour for less than 11¢ each. 


















SETS ES [A operates, as far 
as possible, on the assumption § that 


most people are honest. Because there 
are always some who lack the sense ot 
honesty with which most persons are 
endowed, it is necessary that certain 
controls be installed which will min- 
imize the amount of loss caused by 
unauthorized removal of company 
property. 

A survey of the method of control 
previously in force disclosed that one 
form was used to authorize removal 
of blue prints or Ryan owned articles 
loaned to employees. Another form was 
used to permit exit from the plant of 
other material, and a third was utilized 
to authorize exit of employees at other 
than regular shift hours. Certain signa- 
tures were authorized for each of these 
forms and it was the responsibility of 
the guards to recognize each form and 
signature for the particular classifica- 
tion involved. 

To the the 


three forms to one was not the ultimate 


consolidate data from 
aim in working on this problem, as 
management desired to tighten certain 
controls while streamlining the entire 
operation. Also, because of the highly 
secret nature of much of the operation, 
and the trend toward tighter security 
regulations by governmental agencies, 
it was deemed desirable that this form 
be designed to provide control over 
visitors as well. 





Until such time as it becomes neces- 





sary to apply this new form to persons 
entering the plant the guards will 
never originate it, thereby saving a con- 
siderable amount of time at a critical 
point where exit and entry is made. 









The new procedure places the respon- 





sibility of properly clearing personnel 
and property directly on the depart- 
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submitted by J. C. Kerns 
Methods Analyst 
Ryan Aeronautical Co. 
San Diego, Calif. 


IDEA] 


How to simplify your gate pass 


HERE'S HOW RYAN AERONAUTICAL COMBINED THREE DIFFERENT PASSES INTO ONE 


ment authorizing such exit. The origi- 
nal the Gate 
forwarded directly from Plant Protec- 
tion to Internal Audit where examina- 


copy ol new Pass is 


tion ascertains whether signatures and 
other details are in order. Any discrep- 
ancies are taken up directly with the 
departments involved, with Plant Pro- 
tection being informed of any matters 
which may concern them. 

A study of the Gate Pass discloses 
the versatility of the form, and the fol- 
lowing explanation of its use by Ryan 
may be of value to your organization. 
The Gate Pass is the only authority for 
removal of any property from the plant 
with the following exceptions: 

1. Ryan owned or leased vehicles 
2. Lunch containers 

3. Brief Cases 

4. Women’s purses 

Of the above exceptions, the guards 
have authority to examine the lunch 
containers and brief cases at any time 
and as frequently as they deem neces- 
sary. In setting up this policy, man- 
agement faced questions involving the 
advisability of including 
clocks, desk 
which 
personal or company property. Failure 


personal 


books, equipment and 


other items might be either 
to include such items on the pass would 
place the responsibility of deciding 
ownership on the guards, and this was 
properly decided as an unreasonable 
demand. 

A Gate Pass is completed for the exit 
of contractors, vendors, cafeteria deliv- 
ery trucks, common carriers, mobile 
cranes or other automotive equipment. 
Any Ryan property loaded on any such 
the the 
vehicle enters the plant for delivery 


vehicle is listed on pass. If 
only, the pass is completed and the no- 


tation “delivery only—no pick-up” is 





808 


LICENSED MANUFACTURER—PATENT NUMBERS 2.120 161 @ 2.120 162 


BEARER WILL CARRY THIS PASS WHILE ON THE PREMISES 


SUSINESS FORMS PRINTING CO. OF BAN DIEGO, INC 














AND WILL §\ RRENDER SAME WHEN LEAVING 
CD EMPLOYEE aaa 
GATE PASS NOTE: This Pass 
eB ald valid only for 
DO VEHICLE DATE Gum Date Shown. 
CO MATERIAL 
. ! CLOCK NO 
This gate pass is the only a gt DEPT DEPARTURE Time lin 8 
authority that allows an Pe a 
2 ‘ 8) 
employee to remove prop- NAME eacee ne. | iw, | ae. Lee 
erty from the plant, ex- | au 
pM pe 




















3 
cept for company vehicles, MAKE AND TYPE tala ouneh or VEHICLE CLEARED TO REMOVE 
: MATERIAL LISTED ON iTEmMs 
lunch boxes, kErief cases, To Be nevunneo To PLANT 
and women's purses. 4 
(Tem QUANTITY DESCRIPTION pate TO 


BE RETURNED 
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MATERIAL CARRIED IN A VEHICLE MUST ELLHES BE LISTED ABOVE Of BE SHOWN 
ON OTHER AUTHORIZED PAPERS GIVING PROPER CLEARANCE 








5B. REMOVAL AUTHORIZED TITLE DEPARTMENT Time 
NAME 
Am - 
6 OaTe 
GATE NO 
Time aM pM 











BY ACCEPTANCE OF THIS PASS THE PARTY TO WHOM THE PASS HAS BEEN ISSUED AGREES 
TO ASSUME ALL RISK FOR PERSONAL INJURY OR LOSS OF ANY NATURE WHILE ON THE 
PROPERTY OF THE RYAN AERONAUTICAL CO 





R-640 











written across the face of the form. 

If Ryan property leaves the plant on 
loan to an employee or is being sent 
out for repair or testing, such items are 
shown in the usual manner except that 
the date of return is indicated in the 
column provided for that purpose. In- 
ternal Audit files these passes so that 
on the due date there is a follow-up if 
the property has not been returned pre- 






viously. 

A good procedure which controls 
exit of property provides benefit plant- 
and employee-wise. Questions 
which may arise in regard to an em- 
ployee removing personal or company 
property are always answerable by re- 
“to the record” even though 
days or weeks elapse between the re- 
moval and the question. 


wise 


ferring 
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WwoORK CENTER 


methods 


communications 





ee few 


Anaconda Wire & Cable Company set 


ago, the 


years 
up new district offices in Denver. In a 
space only 35 x 26 feet, they had to 
provide for two private offices plus 


working space for five clerical em 
ployees and a large reception room con- 
taining display cases. The problem was 
compounded by the fact that the build- 
ing management would not permit 
installation of any solid partitions. 
The solution, developed by the Kist- 
ler Stationery Company, Denver mem- 
the Executive Furniture Guild 


of America, is unique: 


ber of 


1. It’s a model for a small branch of- 
fice—while, at the same time, it 
would also make an excellent execu- 
tive suite in a larger Work Center. 

2. It’s a capsule presentation of how 
good Work Center principles are ap- 
plicable to offices of any size. 

3. It demonstrates that office efhiciency 
is enhanced by introducing “home- 
like’’ decorating ideas. 

Subdividing available space was the 
first step. Movable wall partitions (see 
cut) section off the working and cleri- 
cal area from the private offices. These 
partitions have frosted glass areas to 
render their lower sections opaque. 
This shields the two executives from 
view and privacy is further assured by 
the installation of a sound-retarding 
ceiling, plus drapes and blinds. Rub- 
ber-tile floors diminish traffic 
sounds and brighten up the working 
area. In the executive offices, carpets 
act as a sound retarder. 

Fluorescent-tube 


also 


is so 
planned that it creates an interesting 
ceiling pattern and floods the working 
areas with light. “Built-in” filing cabi- 


illumination 
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How to convert a small area 


into an efficient executive 


nets of counter height combine storage 
and working surface. 

Color conditioning of the offices is, 
unfortunately, not apparent in the 
illustrations. Subtle blendings of green, 
gray, red and yellow provide warmth 


with good reflective factors. 


Why Not Ceiling-Height Partitions? 

A glance at the floor plan of these 
ofhces indicates the several reasons fo 
selecting partial movable wall parti- 
tions in preference to partitions of ceil- 
ing height. For one thing, there are no 
windows in the wall where the clerical 
workers sit. While adequate artificial 
illumination would have been sufficient 
it was wise to provide natural light. 
Equally important, use of partial parti- 
tioning creates a feeling of openness in 
what is actually a relatively small work- 
ing area. In this case, the presence of 
ceiling height partitions would not 
only destroy this illusion but inhibit 


the free passage of light, air and heat. 
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This is the general office used by the clerical 
employees. The Branch Manager's Office (right) 
is dignified, colorful and functional. Combined 
clear and opaque glass partitioning assures 
privacy. 











suite 





At left is shown the layout for the offices. Since de- 
signed, three additional clerical employees have been 
added and the counter height filing arrangement has 
been installed. 
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The adaptability of your layout 
to inevitable changes in space requirements 
is esseniial to permanent efficiency 
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Typical executive offices. 
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Effectively integrated offices. 
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EASILY ERECTED, 
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Because they provide efficient space control 


MILLS 9779777 METAL WALLS | 





@ Ten years from now this layout may have been 
changed many times but the walls will be the same— 
used over and over again. 



























@ The smooth, flush surfaces of Mills Walls permit 
placement of desks wherever desired, facilitate effi- 
cient work center layouts. 






































@ Mills Walls create pleasant, dignified, business-like 
work centers, are treated to eliminate all harsh light 
reflection. 















@ A quiet, refined, distinctive executive office, sound- 
proofed, color-conditioned and light-conditioned with 
Mills Walls. ‘ 








Your ability to control your space to fit your needs 
is indispensable to continuing efficiency in opera- 
tions whenever changing conditions necessitate re- 
visions in your methods and procedures. A depart- 
ment or work center cannot operate as it should 
unless the space provided for it is adequate and 
properly located, laid out and conditioned for the 
functions to be performed. You cannot maintain 
efficient groupings of inter-dependent and inter- 
related work centers or preserve efficient integra- 
tion of your entire operating system if your space 
is frozen by immovable walls. 


Your space must be mobile . . . flexible . . . adapt- 
able . . . to meet new conditions as new conditions 
arise. Mills Movable Metal Walls enable you to 
mold your space to fit new layouts whenever the 
need occurs, give you the space control you need to 
maintain continuous efficiency in every area of 
operations. But Mills Walls promote greater effi- 
ciency even when changes in layout are not the 
primary consideration. 


MORE EFFICIENT USE OF SPACE. Mills Walls 
occupy considerably less floor space, provide more 
usable working space in the same overall area. 
Their smooth, flush surfaces facilitate placement of 
desks, chairs, files, machines and other office equip- 
ment to conform with efficient layouts. 


MORE EFFICIENT FOR PRESENT NEEDS. Because 
you know you can change your layouts readily 
with Mills Walls whenever the need arises, your 
layouts can be designed to cover present needs most 
exactly and efficiently, without compromise be- 
tween your actual present requirements and future 
requirements which can rarely be forecast with 
accuracy. 


An effective combination of walls and railings. 


BETTER TRAFFIC CONTROL. Because you can 
locate Mills Walls wherever you need them, you 
can locate departments and work centers so as to 
minimize distance and time involved in traffic. 
Mills Walls are productive equipment because they 
increase productive time. 

MORE PRODUCTIVE ENVIRONMENT. Mills Walls 
are an important factor in keeping morale at the 
high level required for continuously efficient pro- 
ductivity because they create pleasant, dignified 
surroundings. They are available in a variety of 
styles. They may be solid or glazed, ceiling high or 
cornice high. They include railings and wainscoting 
as well as all types of accessories such as counters, 
bookcases, grilles and drinking fountain alcoves to 
fit the requirements of every kind of working space. 
LIGHT CONDITIONING. The surfaces of Mills 
Walls are especially treated to prevent all harsh 
light reflection and aid the proper diffusion and dis- 
tribution of light. Easily accessible lay-in raceways 
for electrical wiring facilitate the most efficient 
placement of your lighting fixtures. 

COLOR CONDITIONING. Available in a wide vari- 
ety of pleasing modern colors in soft tones, Mills 
Walls make it easy for you to select color combina- 
tions to create exactly the proper atmosphere for 
every department and office. They keep their fresh 
new look with no maintenance other than occasional 
soap and water washing. 

SOUND CONDITIONING. Mills Movable Metal 
Wall panels are solidly packed with glass wool to 
make them far more soundproof than tile and plaster 
walls. Sound absorbing Mills Walls with perforated 
panel units are available for business machine and 
sound control rooms and other areas where maxi- 
mum sound-absorption is required. 


Morale is helped by these Mills Walls. 
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PROMOTE GREATER EFFICIENCY 


in operations and management 


DESIGN AND CONSTRUCTION. Superior archi- 
tectural design and structural stability are achieved 
by Mills exclusive all-welded panel construction. 
These all-welded panels provide the sturdiest 
possible construction permitting maximum mobility 
with the minimum of lines at panel joints. 


UNEXCELLED QUALITY. For over thirty years The 
Mills Company has devoted itself exclusively to the 
design and manufacture of movable metal walls. 
The high efficiency and demonstrably superior qual- 
ity of Mills Movable Metal Walls are the result of 
many exclusive Mills features and refinements de- 
veloped by this concentration of engineering, crafts- 
manship and specialized construction skill. 


GET THIS PRACTICAL BOOK ON SPACE CONTROL **,..BY THE COMPANY IT KEEPS,” 


A few of the thousands of users of 
This 48-page Mills Movable Metal Mills Movable Metal Walls: 


Walls Catalog is a practical work- Firestone ‘Tite &: Metbertn 


Hope Natural Gas Co. 


Aluminum Company of 
ing manual on space control with America 

American Can Company 
Colgate-Palmolive Peet Co. 
Commonwealth Edison Co. 


Crowell Collier Publishing 
Company 


Dow Chemical Co. 

Dun & Bradstreet Inc. 
Esso Standard Oil Co. 
Farm Bureau Insurance Co. 


Irving Trust Co. 
Lincoln Electric Co. 
National Cash Register Co. 


flexible interiors. See it in the cur- 
rent Sweet’s Architectural File, 


or write for an individual copy. 


THE MILLS COMPANY 


990 Wayside Road ° Cleveland 10, Ohio 





Owens-Corning Fiberglas 
Corporation 


E. R. Squibb & Sons 
United Airlines 
F. W. Woolworth Company 


Or Circle 539 for more information 


Mills movable walls are erected in 1/3 to 1/19 Mills walls can be moved to fit changes in layout easily, 


the time required for masonry walls 


When you specify Mills 
Walls you do business 
with a single subcontrac- 
tor. Field engineers de- 
termine your exact dimen- 
sions and requirements 
for factory-fabrication of 
your walls. 


SUB-CONTRACTORS q 





The erection of tile and 
plaster walls requires labor- 
ers, masons, plasterers, 
carpenters and painters. 
Usually there are three or 
four subcontractors in- 
volved. 





Erection requires a mini- 
mum of time since Mills 
Wall panels, doors, 
frames, hardware, etc., 
are delivered completely 
factory-finished to fit spe- 
cific layouts. 
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Immovable tile and plas- 
ter walls usually require 
several weeks for com- 
pletion—actual construc- 
tion 2 to 3 days, and about 
10 days or so for plaster 
drying before painting. 


Expert erectors, following 
pre-engineered layouts in- 
stall Mills Walls in 1/3 to 
1/10 the time required for 
wet-construction walls, 
thus assuring much earlier 
occupancy. 


Dismantling a masonry 
wall is a slow, expensive, 
dusty process with consid- 
erable noise, commotion 


and debris as by-products. 


Continuance of normal 
routine is impossible. 





quickly without interrupting normal routine 





Mills Walls are moved 
with speed and ease, 
without dust, debris or 
commotion. Entire sec- 
tions may be moved in- 
tact. Panels are inter- 
changeable, doors, etc. 
located where desired. 








Approximately 98% of 
the cost of a masonry wall 
is lost when it is torn 
down. Doors and frames 
are usually the only sal- 
vage— worth less than the 
cost of removing debris. 








Re-erection is fast, easy, 
clean, requiring only sim- 
ple hand tools. All wiring 
easily installed in sepa- 
rate lay-in raceways in 
base, cornice and panel 
connections. 


Re-erecting masonry walls 
means starting all over 
again—laborers, masons, 
plasterers, carpenters, 
painters —and the time re- 
quired for the operation 
is, again, several weeks. 








Walls are frequently re- 
located without interrupt- 
ing normal routine use of 
space. Some layout 
changes can be accom- 
plished in as little as 
thirty minutes. 





After masonry walls have 
been torn down and built 
again the dirt and dust in- 
volved usually necessi- 
tates the cleaning of rugs, 
drapes, furniture, etc. 






































































YOU SPECIFY 


MILLS MOVABLE METAL WALLS 





ALABAMA 


Birmingham: Sherwood Moore Iron Works, Inc., 3201 
North 27th Avenue. 


Montgomery: Building Products, Inc., 605 North 
McDonough Street 


ARIZONA 
Phoenix: Steffy Sales Co., 4745 No. 32nd Street 


ARKANSAS 
4 Little Rock: Capital Steel Co., 329 Gazette Building 


CALIFORNIA 


Bakersfield: G. H. Slack & Son Building Specialists, 231 
Sonora Street 


Fresno 1: Healey & Popovich, 1703 Fulton Street 


San Diego 12: Chas. H. Lentz, P. O. Box 727 (Office 
Partitions Only) 


COLORADO 
Denver 2: Building & Maintenance Co., 1863 Wazee St. 
CONNECTICUT 
i Hartford: The Reynolds Agency, 119 Ann Street 
' Woodbury: The Reynolds Agency, P. O. Box 66 
DELAWARE 


Wilmington 236: Building Equipment Co., 1900 Market St. 


DISTRICT OF COLUMBIA 
Washington 6: W. M. Schoenfelder, 1222 Connecticut 
Avenue, N. W 
FLORIDA 
Jacksonville 4: George P. Coyle & Son, 2361 Dennis St. 
Miami: Paul E. Shipe, Inc., 1750 N. Miami Avenue 
St. Petersburg 7: E. L. March, Inc., 201 18th St. South 


GEORGIA 
Atlanta 3: R.8. Martin Co., 575 Plumb St., N. W. 


IDAHO 
See Salt Lake City, Utah 


ILLINOIS 
Chicago 3: Midland Distributing Co., 135 E. LaSalle St. 
Peoria 5: W. W. Grote, 727 Loucks Avenue 
Rockford: Architectural Iron, Inc., 904 22nd Street 





INDIANA 
Evansville 7: International Steel Company, 1321 Edgar St. 
Fort Wayne 6: Don White, P. O. Box 324 
Indianapolis 5: Stackhouse Building Specialties Co., 
3339 Central Avenue 
South Bend 5: Nelson Engineering Sales, Inc., 
1612 Lincoln Way, West 


PALESTINE 
Haifa: Hans Prausnitz, P. O. Box 978 (Israel) 


THE MILLS COMPANY ASSUMES 
COMPLETE RESPONSIBILITY WHEN 


Los Angeles (Huntington Park): B. L. Wilcox, 2071 Laura Ave. 


Preliminary studies 
Preliminary layouts 


Erection 


Moving 


Re-erection 


MILLS REPRESENTATIVES, QUALIFIED TO HANDLE 
ALL DETAILS OF SALES AND SERVICE, 
ARE LOCATED IN ALL PRINCIPAL CITIES 


Field engineering 
Shop drawings 
Fabrication 


Take-down 


requirements. 


To specify Mills Movable Walls means not only the selection of 
a quality product, but also the assurance of a complete service 
for effective space control. The Mills Company assumes respon- 
sibility from the time it is delegated to study the preliminary 
layout. Mills engineers work in closest cooperation with you to 
design layouts that will most effectively meet your particular 


A Mills Movable Metal Wall installation is fabricated only after 
every detail has been settled. Panels, doors and frames are then 


individually assembled, using standard parts as much as possible 


because of the economies of production. Detailed departmental 


inspections insure quality. The Mills Company’s own erection 


force quickly and efficiently installs the walls. This same service 


is available for take-down and re-erection whenever changes 


are necessary. 


The Mills Company’s representatives can be of invaluable help to you in solving your space 
control problems. As representatives of an organization that has specialized in this field for 
more than thirty years, their knowledge and experience equip them to handle every detail of 


sales and service on Mills Movable Metal Walls. They are at your service for advice and con- 


sultation at any time—and, of course, without obligation on your part. 


IOWA 
Davenport: Plath Building Supply, 1111 West 3rd Street 
Des Moines 8: Kurtz Hardware, 312 Walnut Street 
Waterloo: Berkley-Pinkerton Co., 302 West 4th Street 


KANSAS 
Topeka: Ray Anderson Company, 2322 West Sixth Street 
KENTUCKY 


Lexington 2: Faulkner Bldrs. & Supply Co., 585 E. Third St. 
Louisville: Hubbuck in Kentucky, 324 West Main Street 
LOUISIANA 


New Orleans 12: Metal Building Products Company, 
720 South Claiborne Avenue 


Shreveport 4: J. W. Davenport Co., 506 Giddens Lane Bldg. 


MAINE 
Bangor: Acme Supply Company, Inc., 60 Summer Street 


MARYLAND 
Baltimore 18: Talbott & Degele, Inc., 328 East 25th Street 
Lonaconing: Joseph W. Young 


MASSACHUSETTS 
Boston 16: New Century Kraftsmen Co., 80 Boylston St. 
Pittsfield: Kenneth P. Ritchie, 21 North Street 
MICHIGAN 
Detroit 26: Building Accessories Co., 155 W. Congress St. 


Grand Rapids 7: Associated Material & Supply Co., 
1222 Burton St., 8. E. 


Saginaw: Hugh Lee Iron Works, Inc., 925 S. Water St. 


MINNESOTA 
St. Paul 4: R. E. Stanton Co., 2395 University Avenue 
MISSISSIPPI 


Gulfport: Bourgeois Material Co., 1417 30th Street 
Jackson: P. O. Box 2312, West Jackson, Miss. 


MISSOURI 
Carthage: The Midland Company, P. O. Box 572 
Columbia: Riback Pipe & Steel Co., 7th and Ash Streets 
Kansas City 6: Hawley-Edelman Company, 
414 Railway Exchange Building 


Springfield: Southwestern Insulation Co., 
330 S. Jefferson Avenue 


St. Louis 8: Hamilton Company, Inc., 4239 Lindell Blvd. 
MONTANA 

Butte: Archie W. Adams, 1313 W. Platinum Street 
NEBRASKA 

Omaha 2: Engineering Products Co., 2311 Douglas Street 
NEVADA 

See Salt Lake City, Utah 


f 


NEW HAMPSHIRE 
See Boston, Massachusetts 


NEW JERSEY 
Northern Section, see New York; Southern Section, see 
Philadelphia 
NEW MEXICO 
Albuquerque: Rio Grande Steel Products Co., Inc., 1710 
_No. 6th Street 
NEW YORK 
Albany: United Roofing of Albany, Inc., 425 Orange Street 
Binghamton: C. Y. Cushman, 25 Roosevelt Avenue 
Buffalo 2: James M. Hawkins Corp., 448 Franklin Street 
Elmira: H. N. Forbes, 405 W. Clinton Street 
New York City 19: Mills Metal Partition Co., Inc., 640 Fifth 
Avenue 
Rochester 7: The Maurer Company, Inc., 31 Richmond Street 
Syracuse 2: F. J. Ludwick, 40 Wood Building 
Utica: Robert B. Pratt, Herkimer Road 


NORTH CAROLINA 
Asheville: 8. R. Goldman, 326 Haywood Building 
Chapel Hill: S. H. Basnight, Henderson and Rosemary Sts. 
Charlotte 1: R. R. Robertson, 916 Commercial Bank Bldg. 
Greensboro: E. H. Agle, 919 Church Street 


NORTH DAKOTA 
Fargo: Northern School Supply Co., 8th St. and N. P. Avenue 


OHIO 


Cincinnati 2: Central Building Products Co., 626 Broadway 
Cleveland 3: The Mills Metal Partition Co., 4500 Euclid Ave. 
Columbus 8: Alvan Tallmadge Company, 624 Harmon Ave. 
Dayton 2: The Andrew Plocher Sons Co., 420-424 E. First St. 
Portsmouth: Earl C. Hayes & Co., 1144 8th Street 

Toledo 12: Kessler Company, 1519 Eleanor Avenue 
Youngstown 4: L. D. Sheffield and Son, 4185 Belmont Ave. Ext. 


OKLAHOMA 


Tulsa 1; Building Specialties Co., Box 1211 


OREGON 


Portland 9: Mercer Steel Co., 2555 N. W. Nicolai 


PENNSYLVANIA 


Erie 3: L. R. Maxon, 4422 Cherry Street 

Harrisburg: C. H. Hershock, Inc., 1513 N. Cameron St. 
Lock Haven: Claster Steel Co., Inc., P. O. Box 250 
Philadelphia 3: Victor C. Smith, 1717 Sansom Street 


Pittsburgh: James Hood Miller, Inc., 300 Chamber of Com- 
merce Building 


Reading: John H. Millard, 4 So. 20th Street 
Wilkes-Barre: H. A. Dunstan, 377 Ridge Ave., Kingston Sta. 


FOREIGN REPRESENTATIVES 


PHILIPPINES 
Manila: Frank J. Olizon, 224 Regina Bldg. 


PUERTO RICO 
San Juan 6: Earl K. Burton, Inc., P. O. Box 1367 


Circle 539 for more information 


RHODE ISLAND 
Edgewood: Edear Sales Company, P. O. Box 123 


SOUTH 


AROLINA 
Open 


SOUTH DAKOTA 


Rapid City: J. S. Kibben Co., 44 E. Rapid Street 


TENNESSEE 
Chattanooga: The Currin Co., Inc., 1208 Carter 
Knoxville: Lee Martin, P. O. Box 1030 
Memphis 5: Fischer Steel Corp., 269 Walnut Street 
Nashville 4: Ryan Sales Corp., 52444 Eighth Ave., South 


TEXAS 
Amarillo: Ford Brick & Tile Co., 1707 West 8th Street 
Austin 6: Calcasieu Lumber Co., 301 West 2nd Street 
Corpus Christi: South Texas Materials Co., Oso at Powers St. 
Dallas 1: Metal Products Co., 1217 Camp Street 
EI Paso: Neff-Buckner-Holt, Inc., 600 West Paisano Drive 
Houston: Buie Building Material Co., 7400 Washington Ave. 
San Angelo: San Angelo Building Material Co., 25 W. 

Beauregard Avenue 


San Antonio: Rufus A. Walker & Co., 401 Delgado Street 


UTAH 


Salt Lake City: Gerstner Steel Supply Company, 863 E. 
Seventh, South 


VERMONT 
See Boston, Massachusetts 


VIRGINIA 
Bristol: Engineering Sales Corporation, 2005 W. State St. 
Lynchburg: Montague-Betts Company, 1619 Wythe Road 
Norfolk 10: Lawrence Trant & Co., 320 Western Union Bldg. 
Richmond 19: John K. Messersmith Co.,403 Franklin Street 


WASHINGTON 
Seattle 22: Fryer-Knowles, 1718 Broadway 
Spokane: Elmo E. Tiefel, 1315 W. Cleveland Avenue 


WEST VIRGINIA 
Charleston 2: Oscar F. Henry Co., 605-9 Delaware Ave. 
Clarksburg: Kyle & Co., Court St. and Washington Ave. 
Huntington 17: James J. Weiler & Sons, Inc., 202-220 Elm St. 
Wheeling: Ohio Valley Steel Co., 207 Methodist Building 


WISCONSIN 
Eau Claire: Lee Building Specialties Co., 218 Graham Ave. 


WYOMING 
See Salt Lake City, Utah 


SOUTH AMERICA—COLOMBIA 
Bogota: Asicon Ltda., Av. Jimenez de Quesada No. 10-78 
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"Indoor sky'' combines lighting, 
sound and air control 


A spectacular new development in 
light, sound and air conditioning has 
recently attracted wide interest among 
architects. Now thoroughly tested in 
actual use, it will be equally interest- 
ing to management men, conscious of 
the effect of environment on the pro- 
ductivity of their employees. 

The so-called “indoor sky” is a lumi- 
nous ceiling made of corrugated plas- 
tic strips and suspended beneath the 
actual ceiling of a room. Between the 
true ceiling and the plastic sheets are 
placed rows of fluorescent tubes sup- 
ported by channels attached to the 
ceiling proper. The tube outlines are 
not visible through the diffusing sheets. 

As a lighting medium, the ceiling is 
unique in that direct glare is impos- 
sible, reflected glare is held to a mini- 
mum, and light is uniformly distri- 
buted throughout every square foot of 
the room. The use of good reflectance 
pastel paints on the walls, plus proper 
color keying of the rest of the decora- 
tions and furnishings, affords almost 
ideal general office light. 
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Sound-wise, the corrugated plastic 
sheets have a slight sound-deadening 
effect. To increase the acoustical value, 
however, baffles of perforated light- 
weight metal filled with Fiberglas can 
be hung at three-foot intervals below 
the luminous ceiling without interfer- 
ing with the light intensity. In office 
terms, this produces a sound-deadening 
effect comparable to the use of a heavy 
carpet and pad on the floor. 


Diffusion of conditioned air is pro- 
vided through narrow slot-type open- 
ings at ceiling height. Thus a rapid 
rate of diffusion in mixing of air is 
obtained, considerably reducing the 
possibilities of drafts. Important. sav- 
ings are realized by omitting the usual 
duct work and opaque metal air dif- 
Lusers. 

The Equity Savings and Loan Com- 
pany of Cleveland (see cuts) has thor- 
oughly tested the new three-purpose 
equipment with encouraging results. 
Throughout its banking area it main- 
tains a glare-free illumination level of 
80 footcandles. In the private offices, 
35 footcandles were considered to be 
satisfactory. As the illustrations indi- 
cate, a daylight effect—the optimum in 
lighting—is produced. 

The new equipment was developed 
through the joint efforts of a private 
manufacturer and the Massachusetts 
Institute of Technology. Oddly enough, 
both institutions started development 
work independent of one another, and 
without the other’s knowledge. It was 
only after work was far advanced that 
the two learned of their mutual inter- 
est and joined forces. 

For more detailed information, in- 
cluding specifications and costs, Circle 
number 552 on the Reader Reply 
Card. 











Mode! 710 
Matching 
Side Armchair 


Comfort is what you want in 
your office chair and comfort is 
what you get—and then some— 
in the luxurious Harter 65! 
Deep, cool seat and back 
cushions, specially molded 
of foam rubber, see to that. 
And despite its easy-chair comfort, the 65 has correct posture 
design with five handwheel adjustments to fit it exactly 
to you. When you work in the 65, you accomplish more and 
you feel fresher at the end of the day. Functional lines, 
quality finishes and fabrics fit this chair for the finest office. 
Matching side chairs are available. Write for helpful 
and informative booklet, ‘‘“Posture Seating Makes Sense.” 


HARTER CORPORATION, 1005 Prairie, Sturgis, Michigan 
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POSTURE CHAIRS 


STURGIS © MICHIGAN 


(Circle 521 for more information) 
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Men and women everywhere are 
finding the take-it-with-you Pocket 
Stapler a real convenience. 


Office Workers like the finger-tip 
convenience of this attractive, effi- 
cient stapler. 


Shop Personnel find it handy to 


keep one clipped in their pocket for Seocece®” 
away-from-the-desk stapling jobs. Slip off the cap 
Salesmen benefit by having a sta- and there is your 


handy stapler. 


pler in their pocket when out making 
calls for fastening business cards to 
literature, and stapling other related 
popers. 

A Great Business Gift—The Duo- 
Fast Pocket Stapler makes an out- 
standing gift for your business 
friends, and for use as a sales 
award. Your name or sales message 
can be imprinted on the barrel. It 
comes gift-boxed with 1000 refills. 





Unconditionally Guaranteed 
against defective parts and work- 
manship. This pen-size stapler is 
lightweight, holds 100 staples, and 
fastens 12 sheets securely. Sparkling 
chrome with a colorful plastic barrel. 





The Duo-Fast Pocket Stapler will be a welcome busi- 

ness tool in your office, shop, and for your salesmen. 

It will make a fine gift for your customers. Send this 
coupon for complete information. 


——, — 
ese 


FASTENER CORPORATION 
860 FLETCHER ST. © CHICAGO 14, ILL. 








Please send complete information on the pen-size Duo-Fast | 
; Pocket Stapler for use 
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(Circle 538 for more information) 
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Desk-side coffee service 
for office workers 


Mutual of New York, in introducing 
desk-side coffee service to its employees, 
says it was simply facing the facts of 
corporate life. The problem of a sec- 
ond breakfast confronts personnel man- 
agers everywhere. At its former quar- 
ters in Nassau Street, the company 
found that about 800 employees were 
leaving the building each day for coffee 
and a snack. Multiply that 800 by 15 
minutes lost for each coffee interval, 
and it is evident that the new system 
has been responsible for a considerable 
saving in man-hours. Employees them- 
selves like the time-saving and = con- 
venience, and do a neat housekeeping 
job. 

The Frank G. Shattuck Company 
(Schrafft’s) did the pioneering two 
years ago this month at the invitation 
of The Mutual Life Insurance Com- 
pany of New York. The insurance 
company, which at that time had just 
moved into its new 25-story home office 
at Broadway and 55th Street, saw in 
desk-side coffee service one answer to a 
ticklish personnel problem. 

So successfully has “Operation Cof- 
fee Klatsch’” worked out that today 
Schrafft’s caters to some 50,000 office 
workers in twenty important business 
firms in New York City. In addition 
to Mutual of New York, customers now 
include Dun & Bradstreet, American 
Can Company, Texas Company, 
Arabian American Oil, Esso Standard, 
Dan River Mills, Burlington Mills, and 
Benton & Bowles. Meanwhile, other 
restaurant firms are expanding their 
operations into the new catering field. 

Desk-side coffee service at Mutual of 











Le Febute vi 
COMPLETE ¢ 
POSTING 





MAGIC KEY 
ADJUSTO 
TRAY-BINDER 





EXCLUSIVE! Compres- 
sor plates made to fit 
sheet size af no extra 
charge! 


TA SAVES SPACE! 
SPEEDS PAPER HANDLING! 


SAVE 5 TO 15 MINUTES EVERY HOUR 
DURING MACHINE POSTING. 


Installations prove it! LeFebure Tray-Binders, Posting 
Stands and Bookkeeping Machine desks provide an or- 
derly arrangement ——- more room at less cost. Everything 
at hand... uninterrupted work. Space saved — time 
saved. Let our trained representatives help YOU— 


WRITE FOR FURTHER INFORMATION 


CORPORATION 
(7 cbwte CEDAR RAPIDS, IOWA 
The World’s Most Complete Line of Posting Trays, 
Troy-Binders and Stands 
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(Cirele 512 for more information) 
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New York takes place between 9 and 
10:30 a.m. each working day. Eight 
special light-weight serving carts, each 
manned by a Schrafft’s waitress, roll 
through the 13 floors that the insurance 
company occupies, bringing coffee, 
milk and sweet rolls to 1,700 employees. 
In addition, waitresses accommodate 
take-home orders for Schrafft’s cakes, 
candy and other products. 

From Schrafft’s standpoint, the 50,- 
000 office employees that are now being 
served represent a ready market each 
business day for 1,250 gallons of coftee, 
275 pounds of sugar, 400 gallons of 


milk and 30,000 pieces of pastry. 








WIN $25.00 
for each Thought Starter published 


METHODS will send you a check for 
$25.00, and by-line you and your company, 
for each Thought Starter you send us that 
we accept for publication. 

Material should explain how a better 
business method increased productivity 
or saved money in your firm. There is no 
limit on the number of Thought Starters 
you can send us. We urge you to send us 
illustrations whenever possible. 

Keep them brief,—but use as many 
words as are necessary to properly explain 
your subject. 

Address material to: 


Thought Starters 
Management METHODS Magazine 
141 East 44th Street, New York 17, New York 
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MODERN 


Silent speed 





ADDO MACHINE COMPANY, INC. 


145 West 57th Street, New York 19, N. Y. 
(Circle 524 for more information) 


It Costs Less to 
Prevent Errors... 
Than to Pay for Them 





Time-saving Instant Safeguard Check- 
writers are so designed to permit the opera- 
tors to insert checks without the necessity of 
positioning same. This is accomplished auto- 
matically by gravity feeds. Consequently, this 
time saving element permits operators to 
concentrate their time on more important 
functions such as the amount verification. 


The ultimate result is the prevention of error 
which normally involves considerable expense 
and effort to correct. 

Safeguard’s bank account protectors are 
available in H, K, Voucher and International 
models. There is a Safeguard checkwriter to 
fit all types of checks made in conformity 
with the standards suggested by the Ameri- 
can Banker’s Association. Machines write 
from 6 to 13 columns and from 1 to 10 
currencies. 

For complete information on Safeguarding 
your bank account and checkwriting, write 
directly to Safeguard Corp., Lansdale, Pa., 
or visit Booth 306, National Business Show. 

(Circle 533 for more infcrmation) 








New gummed tape dispenser 
“dials” desired lengths 


An unusual new electric tape dispensing 
machine permits the user to dial any de- 
sired length. Automatically, the machine 
does all the other operations—measures 
accurately, cuts off clean, moistens the tape 


with warm water. According to the man- 





ufacturer, users report a saving of 25%, 
in tape and time plus increased speed in 
packing. They offer any company a free 
several day trial in their shipp:ng de- 
partment without cost or obligation. 

For more information, including prices, 
Circle number 550 on the Reader Reply 
Card. 


Adjustable drawing board provides 
flexibility for the user 


Of interest to engineers, dr.ftsmen, 
artists, and architects is a new Crawing 
board positioner that can be use‘ on prac- 
tically any four-posted adjustable-tov table. 
Simple, and of metal construction, it re- 
quires only 15 minutes to install. It is 
possible through its ciever design to ex 
tend the range of positions of a drawing 
board from horizontal to an angle of 
approximately 90 degrees, thereby reduc 
ing fatigue and obtaining the benefits 
of adequate light on the working area, 
Fingertip controls make sch adjustments 
possible in a matter of seconds. The unit 
is priced at $12.00. 

For more information, blus sources of 
supply in your area, Circle number 549 
on the Reader Reply Card. 


NEW LITERATURE AND PRODUCTS IN THE EDITOR'S MAIL 


Free manual available 
on use of production forms 


One of the most comprehensive booklets 
ever published on the design and use of 
production forms has recently been re- 
leased by a large forms manufacturer. It 
describes and illustrates almost every form 
that conceivably could be used in a pro- 
duction operation. The basic design of 
each is shown, together with information 
on what the form is for, who uses it, why 
it is used, how copies should be distributed, 
where the form originates, and reasons for 
the details of design. Designed originally 
for the guidance of its own field force, 
the fifty page book is unusually objective 
in its approach 

For a free copy, Circle number 555 on 
the Reader Reply Card. 


ast 


Free booklet describes Univac 
electronic computing system 


A 24-page booklet has just been pub- 
lished releasing full information on the first 
complete electronic computing system for 
processing both numeric and alphabetic 
data without special coding. 

It describes the equipment’s use by the 
U, S. Census Bureau and details suggested 
applications of a general business nature. 
Also described are the various components 
that make up this system, including the 
input and output mechanisms, and the 
mercury memory. 

For a free copy of this booklet Circle 
number 569 on the Reader Reply Card. 


c—— i <a 


Free booklet available on 
selecting office color scheme 


In the September issue of METHODS, an 
article (Practical Tips About Color) de- 
scribed the importance of color in clerical 
productivity and gave some _ suggested 
pians for decorating various parts of the 
office. A new booklet available to METH- 
ops’ readers, has recently been published 
and can help you immeasurably in im- 
Bound in 
file folder style, it offers a variety of color 


plementing these suggestions. 


chips with suggested plans for decorating 
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A MONEY 
SAVING ANGLE 


Use EVANS 
GATHERING RACKS 


For assembling inter-office communica‘ions, 
for a papers and for collating bulle- 
tin es — well run offices use Evans 


GATHI RING RACKS. 


GUARANTEED to produce quicker and 
more accurate results than any other 
collating aid on the market. 


Worker stands or sits, collating 3,500 sheets 
an hour without fatigue. Twice as fast as 
picking papers from piles or tables. Of all 
aluminum, each section holds 500 sheets at 
— angle. Racks collapse for setting 
aside 


SHOWN: 18-Section TU Mode! at $25.00. 
7 Other Models, $11.00 to $16.50 


See Your Dealer or Write: 


EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va. 








(Circle 522 for more information) 








|NEW Envelope |! 


SEALS WITHOUT 
MOISTURE! 


Cut handling costs 





with -SPEEDI=SEAL 





envelopes 


You just press the 
gum strips together 
and presto — it’s sealed 


CLIP THIS COUPON TO YOUR LETTERHEAD 
t-— 
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Please send to my attention your kit 
of new Speedi-Seal envelopes. 








CURTIS 1000 INC. 


380 CAPITOL AVE., HARTFORD 6 CONN 


(Circle 564 for more information) 
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large general ofhces, private ofhices, hall 


ways, reception rooms, etc, This is one 


of the most practical books of its type 


we have seen. 
For a free copy of “Interior Color Sug 
gestions for Offices” Circle number 557 on 


the Reader Reply Card. 


Portable loading ramp 
speeds unloading of trucks 


\ revolutionary portable loading ramp 
unit that enables one man to perform the 
work of ten, with push button control, has 
recently been marketed. Priced at only 
S840, it has enabled one large brewing 
firm to reduce their equipment investment 
by $25,000. 

Portable and adjustable, it can be in- 
stalled in five minutes at any loading dock 


and its hydraulically operated dock adjust- 





ee 


ed to any truck bed height in a few sec- 
onds, Already in use throughout the 
country, the ramp has been adopted by 
such companies as duPont, Timken Bear- 
ings, Macy's, Ford Motor Co., and the 
Kellogg Company. 

For more information including de- 
tailed specifications, Circle number 558 on 


the Reader Reply Card. 


Easy-to-remove staples 
feature of new machine 

A specially designed stapling machine, 
using staples that can be removed with a 
flip of the finger, has recently been an- 
nounced. Originally designed for tagging 
operations employed in the cleaning and 
laundry fields, the new product is equally 
applicable in general business. ‘The sellt- 
extracting staple has a nick in the center. 
A slight flexing will snap the wire so that 
the parts can be removed easily. Plier-type 
in design, the machine can be swung open 
to become a “tacker” for general duty. 
For more information, Circle number 


568 on the Reader Reply Card. 





Network dictating system uses 
low cost magnetic recording 


Until recently, network dictating facili- 


ties and equipment were available only 
from firms manufacturing plastic belt o1 
disc recording mediums. One of the large 
manufacturers of magnetic recording equip- 
ment has now developed a_ parallel sys- 
tem for users who prefer (or now are 
equipped with) magnetic machines (see 
August, 1952 How You Can Use 


a Magnetic Recorder). 


METHODS, 

Phe new system is completely flexible, 
permits simultaneous transcription and re 
cording, 


offers complete privacy to the 


dictator, provides for dictator instruction 


to the transcriber. One secretary can 
“take dictation” from a large group. of 
dictators. ‘The dictating instrument, which 
resembles a desk telephone, has a signal 
to indicate when the line is busy, plus 
levers and buttons for playback, correc- 
tions, and operator's directions. 

numbe) 


For more information, Circle 


554 on the Reader Reply Card. 


New lightweight dictating 
and transcribing machines 


A major manufacturer) of dictating 
equipment has released a new combina- 
tion dictating and transcribing machine 
which is approximately 25°, lighter than 
any other unit on the market. It weighs 
only I] Ibs., has been thinned down to 
less than 214 inches thick (see cut) and 
uses discs which have a capacity of 30 
minutes of dictation. 

‘These discs are standard and_ inter- 
changeable for use on the manufacturer's 
former equipment as well as its phone 
dictation system. 

For more information, and prices, Circle 


number 551 on the Reader Reply Card. 
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Makes 


of anything 
instantly! — 


ee, 


New, low-cost machine makes 
photo-exact copies from original 
letters, forms, bids, contracts, in- 
voices, reports, blueprints—right 
in your own office. 

Here is the first major advancement in office 
copying in the last 15 years. Can save you up 
to 80% on your copying jobs! Eliminate costly 
retyping, hand copying, checking or sending 


outside for expensive copying service. The 
Auto-Stat is the first low-cost machine that 
makes error-proof, legally acceptable, black 


and white photo-like copies—WITHOUT SLOW, 
MESSY DEVELOPING, FIXING, WASHING OR 
DRYING. It’s fast—only 2 simple steps instead 
of 12 required by old methods. Makes prints 
instantly from any originals—whether printed 
on one or two sides. Requires no dark room 


—and any inexperienced clerk can operate it! 










Mail i. 


attached postage-paid 
Air Mail Reply Card for 
Your 
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PHOTOCOPIES 


Apeco has prepared a new 12-page book- 
let explaining the Apeco Auto-Stat. Pic- 
tures and tells complete Auto-Stat story— 
shows how you can use this revolutionary 
new photocopy method. 
informative, worthwhile, factual report on 
an important new copying development. 


There are hundreds of uses for Auto-Stat 
Photocopying in every business. Get the 
complete details. 
paid AIR MAIL reply card today! Get your 
FREE Copy of The Apeco Auto-Stat Story! 


tHe ApeEco 


Arts Stat | 


ALL ELECTRIC! FULLY AUTOMATIC! 


NEW!... 


Nothing else like it! 
So low cost! Portdbial 


About the same size as a typewriter 


. Lh 









compact 


—— sg 


—and costs less! It’s portable—just 

plug in any outlet—and the Auto- 

Stat is ready for instant operation. 
fi > 

No fixing 
J 

No drying 

No fumes 


No developing 
No washing 
No installation 















Here is a really 













Mail attached postage- 


Representatives in every principal city 


AMERICAN PHOTOCOPY EQUIPMENT CO. 
2849 NORTH CLARK STREET + CHICAGO 14, ILL. 


(Circle 542 for more information) 








AMERICAN BUSINESS 
ACCLAIMS THE NEW 





Mr. G. H. Reimers, 





“Scores of times daily in our promotion. of 
business telephone systems, we must make 
of orders, letters and other documents for our 
branch offices. Apeco Auto-Stat does t for us, 


% 


seconds; saves time and avoids transcribing 


In Insurance 


Mr. Leo B. Menner, 
executive vice-president 
Stewart- Smith, Inc. 


“Since the installation of the Apeco Aut 
machine in our office, we have exp eC 
crease in efficiency due to its operation. We iene 
found that the Auto-Stat is economical to operate 
and are pleased to say that the resutte | hie 

are highly satisfactory.” Be 


In Transportation 
Mr. W. Stanhaus, 


executive vice-president, 
Spector Motor Service, Inc. 


“We are constantly looking for means to increase 
the speed of our service. To do this, we must have 
fast, accurate handling of our paper work. We are 
happy that in the Apeco Auto-Stat we at last found 
an easy quick method of making phonon a 
many paper forms demanded in the a 


ness,” 










In Law 
Mr. Erwin S. Baskes, 


prominent Chicago atty. 
221 N. LaSalle St. 


“Since we have had a new Apeco Auto-Stat, con- 
fidential papers never need to leave my office for 
photocopying. My secretary now q ; 
the legally acceptable photocopies we eek rij 
her own desk. We have found the Auto-Stat to be 
one of our wisest money-saving investanente.”” 





There is an application of the APECO AUTO-STAT 
in YOUR business that can save you timeand money. 
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THE FIRST TRUE DICTATING MACHINE APPLICATION 
OF “THE MAGNETIC PRINCIPLE OF RECORDING” 








REX RECORDER BEGINS . . . WHERE OTHER 


RECORDING MACHINES LEAVE OFF... CHECK 
THESE FEATURES WHEN BUYING... 






Magnetic recording is free of surface or background 


noise. Magnetic recording is erasable, therefore eee aie a eee 
disc is re-usable 10,000 times or more and spot 265 00 
corrections can be made by dictating over ee 


mistake. Simplicity of construction, no TRANSCRIBING UNIT 
turntable, few parts and fixed recording complete with choice of 


head makes for repair-free operation. none — fone 
Simplicity of operation (see it and operate it) 265.00 


.as simple as that. = | | i =pEISSQEtsepseeeee 


COMBINATION UNIT 
completely equipped for use as 
a dictator or a transcriber 


1. Immediate access to all parts of recording. 300.00 
2. Perfect marking of length of letters and corrections: 
3. Word, phrase or sentence backspacing. 
4 


Stopping and starting without clipping of words or noise interference. 


All true dictating machine features: 


DEALERSHIPS NOW Lowest price machines to install... 
AVAILABLE ... CONTACT 


US IMMEDIATELY FOR Lowest cost machines to 
FURTHER INFORMATION maintain and operate 


EXCLUSIVE NATIONAL DiSTRIBUTORS 





Aq peysijqng 














“peosuesenb si yoy 404 ebeysod 


LySE wi04 UO sseippe eaoge 4e sn Ay1ou eseeid 





‘SANIZVOVN LNINISVNVAN 


sos Aue 40} ejqeseryjepun $1 *Y3LSVWSOd 
—A'N ‘LL HOA MON "4S Yh “FZ IPI 


A 
” 





* 











Ol 


a0 HOS 





2 oe a ttn 


<7 


AMERICAN DICTATING MACHINE COMPANY, INC. 


65 Medison Avenve e New York 16, New York e MUrray Hill 4-3554 


ESTABLISHED 1923 


(Circle 578 for more information) 
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